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Job Title

Parish Administrator to St Paul with All Saints Church.
Purpose


To provide secretarial and administrative skills to a busy Church office.
Responsible to

The Parochial Church Council of St Paul with All Saints Church. 

Line Managed by The Vicar

Key responsibilities

1. To work within and as a member of All Saints Church Team

a. Deal with all correspondence that comes through the office via post, email, telephone or callers at the door.

b. Work alongside Vicar/s and provide secretarial support to the team, writing letters, design of leaflets, production of weekly newssheets and their publication by use of photocopier and e mail.
c. Provide 100% accurate quarterly returns to the local Registrar of Marriages and prepare Marriage registers and Banns Application forms.  Prepare Baptism Certificates and complete the Baptism Register to 100% accuracy.
d. Keep office paper and computerised filing systems updated.
e. Order Church supplies to support the Vicar and PCC. 

f. Undertake duties as the lead person for DBS Clearance Action.

g. Deal with bookings for the Church premises ensuring accurate paperwork is kept, arrangements in place for users and accurate invoicing of users.

h. Occasional support for special events taking place within the Church.
Person Specification

1
Knowledge

1.1 Essential:

1.1.1 Microsoft applications (Word, Excel, Publisher, Powerpoint) and internet use

1.1.2  A sympathetic understanding to working in a Christian faith setting 

1.2 Desirable:

1.2.1 Knowledge of the All Saints area of Chatham 

2
Skills

2.1
Essential:

2.1.1 Excellent interpersonal and communication skills

2.1.2 Ability to be self motivated 
2.1.3 Good organisational skills

2.1.4 Ability to understand and deal with people sensitively and in confidence, especially in times of pastoral need. 

2.1.5 Good, accurate, legible handwriting skills

2.2
Desirable:


2.2.1 Ability to work with other service providers in the area

3 Experience

3.1 Essential

3.1.1 Record keeping

3.2 Desirable

3.2.1 Relevant experience

3.2.2 Work with, or as, a volunteer

Terms and Conditions

Contract:

This is initially a one-year contract for 12 hours per week.  The basic working hours are Monday to Thursday 9.00am to 12.00pm or 9.30am to 12.30pm.  The post will include 22.4 paid days of holiday entitlement including bank holidays.  Salary will be paid on a monthly basis on the 20th of each month.
The post-holder will be employed by The Parochial Church Council of St Paul with All Saints Church, Chatham, subject to the terms and conditions of the Church’s agreed contract.

The Parish Administrator will be based at St Paul with All Saints Church, Magpie Hall Road, Chatham.

To help in fulfilling the duties outlined above, the post-holder will have full use of the equipment and facilities available at the centre.

Disclosure and Barring Service Certificate:

The post will require the individual to hold a DBS certificate.  This is to protect children and vulnerable adults with whom the post-holder may come into contact.   Clearance will take place prior to employment commencing.

Salary:

The salary will be £4680  per annum.    

All reasonable working expenses authorised by the Line Manager are paid in full.
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