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Job Description

Job Title:

St Mary’s Office Administrator (part-time)
Responsible to:
Vicar and Churchwardens of St Mary’s Horsham
The job of Church Administrator plays a vital facilitating role in the life of the Parish and St Mary’s Church. The Parish Office is the “shop window” for the church and the first point of contact for many people and organisations.  The Church Administrator is a representative of the Church and all tasks should be undertaken in an efficient, welcoming and courteous manner, with an absolute respect for confidentiality and it is expected that conduct will at all times be appropriate to our Christian ethos.

Overall purpose of job

The post holders act as the first point of contact for people needing access to the Church facilities and services such as Christian marriage and funerals and to the various groups operating as part of the Church family.

The purpose of the job is to provide and enable secretarial support and administrative back up to the clergy and appointed officers attached to St Mary’s for the efficient operation of the Church and the wider Team Ministry where required

Job Dimensions

The post is based at the Parish Office, Church Centre, Causeway, Horsham
The hours of work will be 17.5 hours per week scheduled during Office opening hours 9.00 – 15.00 Monday to Friday 
The post is part time and job shared
The job will be made permanent after a satisfactory probation period of three months
The post holder is assisted by part time unpaid voluntary helpers on a rota basis who are trained by and work under the direction of the post holder

The post holder will liaise with all clergy in the team, external companies and members of the congregation and public

The post is line managed by the Vicar of St Mary’s.  Regular monthly meetings are held with the Staff Team, currently one Thursday each month at 1.30pm alongside monthly line management meetings with the Vicar.

Principal Responsibilities
1. Act as contact point to welcome enquiries by phone, mail and in person from members of the public and congregation.  However, this function is delegated to voluntary helpers, when available, between the hours of 10am and 2.00 pm on Monday to Friday. 

2. To run the Parish Office and facility, using the computer and paper processing equipment supplied and ordering goods and services as required.

3. To operate the booking of events, services etc at the Church and the booking of the church centre facilities for Church and external use, including invoicing for external bookings.
4. To prepare service and notice sheets for services at St Marys together with backing service documents for clergy use.  

5. Liaise with groups within the Church to help co-ordinate activities

6. Liaise with other Churches and organisations in Horsham Churches Together

7. Deal with incoming post, monies paid etc and ensure that these are distributed according to procedures.

8. Provide secretarial support as required to clergy and appointed officers

9. To train and supervise voluntary helpers to deal with Church Centre bookings, baptism requests, wedding and funeral arrangements
10. Any other duties requested which are commensurate with the post.

Candidate Profile

Church Administrator
Skills

· Able to communicate clearly and concisely





E

· Able to Use Microsoft Office software





E

· Able to operate other office equipment - phone system, copier etc


E

· Design and layout skills







D

· Able to train others in use of equipment and procedures



E
· Ability to operate with minimum supervision and meet time targets


E

· Able to work with suppliers, sponsors and members of the public


E

· General secretarial skills







E

Experience

· Previous office based experience






E

· Supervision of staff








D

· Previous experience of working in a Church structure and environment

D

· Experience of ordering goods and services for office and Church use

D

Knowledge

· Knowledge of Christian worship, the bible and forms of service


D
Personal Qualities

· An efficient, welcoming and courteous manner

· An absolute respect for confidentiality
· A good listener

· Conduct at all times appropriate to our Christian ethos.

· Ability to cope calmly, efficiently and courteously under pressure.

· Ability to take part in a clear, detailed and genuinely collaborative handover with the post holder working the remainder of the week.
It is expected that the post would best suit an experienced Secretary, P.A or similar who is looking for part time work; is familiar with Church procedures, services etc and able to work with a variety of people, serving the needs of the clergy and other Church officers and acting as the public "face" of the Church to callers.

Job share

Both post holders have equality in all respects.
Each post holder may be required to attend the Parish Office for up to one hour on another day for the purposes of an efficient handover

Each post holder will be required to cover holidays taken by the post holder working the remainder of the week.
E = Essential

D = Desirable
