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Job Description

Administrator

Background

Describe your parish/benefice 
e.g. The Parish of X consists of a family of 3 churches, X in the location, Y in the location and Z in the location.  This is made up of a [insert roles here i.e. a Rector, Curate etc].

Ethos and Values

Include any ethos/values statements of mission/vision of the church or if this is not available wording such as:
e.g. We expect all employees to the sympathetic and supportive of the aims and ethos of the Church of England, whether or not there is an Occupational requirement for the role.

Purpose of the role

To provide administrative support to the parish by taking responsibility for routine administrative tasks, diary co-ordination and being a first point of contact for enquiries during agreed office hours. The job holder is required to take a pro-active approach to the role, using their initiative appropriately.

Key working relationships

	Line manager
	Rector/Vicar

	Internal
	PCC Members

	External
	Key contacts at Norwich Diocesan Board of Finance




Main duties and responsibilities

These are just broad examples and should be amended in accordance with the requirements of the specific role.

· Effectively support the administration requirements of the church including reporting, monitoring, record keeping, communications and diaries.
· Effectively support the administration of events e.g. weddings, funerals and baptisms.
· Provide excellent customer service to all who contact the church including answering the phone, responding to emails, reporting, monitoring, record keeping, communications and diaries.
· Communicate by phone, email and in person with clergy, PCCs, Treasurers and individuals to ensure they receive the information they need in a timely, helpful and professional way.
· Giving information to parishioners and members of the public regarding services, events, baptisms, weddings and funerals etc.
· Support the PCC with circulation of agendas, papers and minutes of meetings and take the minutes, as required.
· Prepare the first draft of the quarterly fee return to the Diocese of Norwich.
· Prepare routine correspondence and the subsequent distribution of this e.g. Church or parish newsletters, weekly notice sheet
· Ensure compliance with the GDPR related policies in all administration and communications.
· Attend training as required.
· Undertake such other reasonable duties as may be required from time to time as are consistent with the responsibilities of your position.


Person Specification

	
	Essential
	Desirable

	Qualifications and Experience

	Proven experience in an administration role
	X
	

	Experience of working within GDPR regulations
	
	X

	Knowledge and Skills

	Good communication skills, both written and verbal
	X
	

	Excellent interpersonal skills and the ability to deal with people at all levels
	X
	

	Attention to detail, accuracy and thoroughness in all aspects of the work
	X
	

	Very organised with good administration skills
	X
	

	Personable Attributes

	Willingness to work on own initiative and be accountable with good attention to detail
	X
	

	Discreet and reliable
	X
	

	Calm and professional disposition
	X
	

	Self-motivated, positive and enthusiastic
	X
	

	Supportive of the aims and purpose of the Church of England and the Diocese of Norwich
	X
	




Summary of Terms and Conditions
	Role
	Administrator

	Hours
	Part-time - XX hours per week

	Annual Leave
	Pro rata of 20 days plus 8 public holidays

	Term
	Permanent.  Probationary period will be 6 months.

	Notice Period for both employee and employer
	1 month notice during and after probation period

	Base
	Insert working location here

	Contract
	The contract of employment will be with the XXX PCC

	Status
	The successful applicant will need to show proof of right to work in the UK and a basic/enhanced DBS check before taking up the post.



This job description is not an exhaustive document but is a reflection of the duties and responsibilities applicable at the time of issue.  Details and emphasis are subject to amendment and revision in the light of the changing needs of the PCC.
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