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Job Title
Parish Administrator to St Paul with All Saints Church (‘All Saints’)
Purpose

1. To provide secretarial and administrative skills to the Church office.

2. To input Church Services weekly on the computer system used by All Saints, for which training will be given.

Responsible to

The Parochial Church Council of St Paul with All Saints. 
 Line managed by the Vicar.

Key Responsibilities
1. To work within and as a member of the All Saints Church team.
· Deal with all correspondence that comes through the office via post, email, telephone or callers to the door.

· Work alongside the Vicar and members of the Ministry group and provide secretarial support to them writing letters, production of weekly news sheet and publication thereof by photocopying and email.

· Provide quarterly returns to the local Registrar of Marriages and prepare the Marriage Registers and Banns Application Book issuing Banns Certificates when required.

· Keep office paper and computerised records and filing systems updated.

· Order stationery for the office and All Saints as directed.
· To provide support for special events, which may take place within All Saints?
· Such other reasonable duties which may be required from time to time.

Person Specification

Knowledge

· Microsoft applications – word, excel, publisher and power point.

· A sympathetic understanding to working in a Christian faith setting.

Skills

Essential

· Excellent interpersonal and communicative skills.

· Ability to be self motivated and work within a team.

· Good organisational skills.

· Ability to understand and deal with people sensitively and in confidence.

· Good accurate and legible handwriting.

Desirable

· Ability to work with other service providers.
Experience

Essential

· Working within a team.

· Record keeping.
Desirable
· Relevant experience.

· Work with or as a volunteer.

Terms and Conditions  
This will be initially a one year contract for 9 hours per week, days to be agreed.  The basic working hours are Monday to Friday 10 am to 1 pm.  The post will attract the statutory holiday entitlement pro rata per annum and the salary at the rate of £7.20 per hour will be paid monthly over 12 months. 

The post holder will be employed by the Parochial Church Council of St Paul with All Saints Church subject to the terms and conditions of the Church’s agreed form of contract.
The Parish Administrator will be based in the Church Office situated at All Saints.

DBS

All staff (salaried and volunteers) are required to take part in the DBS disclosure process.  This is to protect children and vulnerable adults with whom the post holder may come into contact with.  The person appointed to the post will be required to complete the DBS process before commencing work.  

