Parish Administrator: Job Description
Job Title: Parish Administrator 20 hours per week £15.00 per hour
Purpose of the Role
The Parish Administrator plays a vital role in supporting the life and ministry of St. Cuthbert’s by ensuring the smooth day-to-day running of administrative and communication tasks. The role supports the clergy, staff, volunteers, and church community, contributing to the welcoming and efficient functioning of the church office, Church and Church Centre. 
You will be part of the staff team at St Cuthbert’s and work closely with the Business Operations Manager.
Key Responsibilities
Administrative & Systems support
Be a first point of contact for general enquiries via phone, email, or in person, offering a welcoming and professional service.
Assist in preparing materials for services, including designing (and on occasion) printing orders of service and service presentations.
Manage church and church centre bookings, including customer care and invoicing.
Keep all elements of the Church Suite Management System up to date, including new rotas, and implement new elements to ensure the most effective use of Church Suite.
Oversee our shared drive folders and the effective use of them.
Set up and manage an effective system for managing all occasional offices (baptisms, weddings, funerals) across St Cuthbert’s and Holy Trinity churches.
Collect monthly reporting data and assist with compiling reports or information for internal use or external reporting where required.
Provide administrative support to St Cuthbert’s financial processes, including invoice raising/paying and reclaiming money from the Diocese. 
Keep all statutory policies and procedures updated (e.g food hygiene, risk assessments, fire safety)
Maintain and organise church records, both digital and paper (e.g. service plans, key registers).
Provide general administrative support to clergy and the staff team as required, including running occasional events. 
HR
Oversee the work of the Caretaker
Recruit new volunteers, provide induction and training, and oversee volunteer allocation for church hire events.

Marketing
Ensure our Social Media profile is high through regular and effective use of our social media platforms.
Design and display publicity posters for activities and events and produce and distribute a monthly newsletter.
Update church noticeboards and displays as required.

Ministry Support
· This a developing role and there is potential for overtime to support ministry events as required. These would require flexibility and potentially could be evenings and weekends. 



PERSON SPECIFICATION
The table below also identifies how the criteria will be assessed. Please ensure that you demonstrate, as a minimum, the ‘A’ criteria on you application form. 
A		Application Form
I		Interview
A & I		Application Form & Interview

	Ref:
	Criteria
	Essential / 
Desirable
	A / I

	
	QUALIFICATIONS
	
	

	1
	GCSE English and maths as a minimum
	Essential
	A

	
	EXPERIENCE
	
	

	2
	Experience of administration and systems support
	Essential
	A/I

	3
	Experience of working in finance and/or HR
	Desirable
	A

	4
	Experience of Fundraising 
	Desirable
	A

	5
	Experience of volunteer management
	Desirable
	A/I

	6
	Experience of working in a smaller organisation
	Desirable
	A/I

	
	KNOWLEDGE
	
	

	7
	Knowledge of HR and the Charity Commission sector
	Desirable
	A

	8
	Good understanding of organisational systems
	Essential
	A

	
	SKILLS & APTITUDES
	
	

	9
	Excellent communication skills – written and oral
	Essential 
	A/I

	10
	Advanced IT skills including word processing, spreadsheets, presentation software and use of social media 
	Essential
	A

	11
	Good people skills and ability to relate to people well
	Essential 
	A/I

	12
	Problem solving skills and ability to improve systems
	Desirable
	A/I

	13
	Digitally creative skills for publicity and marketing purposes
	Essential
	A/I

	14
	Work well in a team with people from different backgrounds and gifts
	Essential 
	A/I

	
	PERSONAL ATTRIBUTES & COMPETENCIES
	
	

	15
	Self motivated and takes initiative
	Essential
	I

	16
	Flexible attitude
	Essential 
	I

	17
	Ability to work under pressure
	Essential 
	I

	18
	An attention to detail
	Essential
	I



St Cuthbert’s is a Christian church part of the Church of England. The Christian faith is embedded in the culture of how we work and operate. Applicants will need to be supportive of this and comfortable in working in such an environment.  
