
JOB TITLE 	 		Church Administrator

HOURS			10 hours per week (Days and times to be agreed with successful candidate but works days will Include Monday)

LOCATION			Hybrid working, Office based at The Vicarage,
19 Worcester Avenue and home depending on business need.

ACCOUNTABLE TO 	The Mission Leader 

KEY RELATIONSHIPS	Mission Leader, Food Bank Volunteer Leaders, Mission Leadership Team, Treasurer, Safeguarding Officer, Data Protection Officer, Trustees.

Background

St Gabriel’s has been the worshipping community on Kings Hill for the past 20 years and is a lively and busy church with a community focus. Alongside worship there are activities throughout the week and an ambitious £3m building project. In March 2020 St Gabriel’s Kings Hill Food Bank was founded, and since then has delivered hundreds of parcels. Growth has created a need for a person to help coordinate and administer both.

The Administrator/Liaison will be a first contact point for enquiries from members of the community who wish to speak with the Clergy about Baptisms, Weddings and Funerals, as well as handling a wide range of pastoral enquiries from clients, donators, fund raisers, The Administrator will be in contact with individuals and families at important times in their lives and will deal with confidential information and situations. 

The job holder will undertake a wide range of administrative tasks, which include using computer based applications.  Prioritising workload to balance administrative duties with timely responses to incoming enquiries is critical. This is a flexible role and is designed to work for both the church and successful candidate. Exact days and hours will be agreed on appointment, however It is expected that at least half of the hours will be office based at the Vicarage (or other alternative location), and working days will include a Monday and a Wednesday. 

The Administrator will be provided with a laptop and mobile phone for work use.

Role

To deal with all enquiries relating to Church duties Baptisms, Weddings, Funerals, enquiries regarding food parcels and donators.
Baptisms, Banns of Marriage, Weddings and Funerals: Managing the effective systems that ensure these “Occasional Offices” are followed up and carried out as requested /planned and fees tracked and paid as appropriate to the Treasurer.
Venue: and Advertising: Administration of community events and activities; booking venues and banner slots, acquiring licenses, managing invites and responses. 
Liasing with the Schools to secure access in addition to the standard contracted Sunday renting.
Maintaining the Church Diary.
Statutory Reporting Requirements: Ensure all appropriate returns are made to the Registrar and Diocesan Office as required - marriages, church returns. Liaise with the appropriate church offices to facilitate these processes.
Security: Maintain a record of all key holders; ensuring that all confidential records are held securely. 
General Filing: Ensure all filing systems and databases are kept in Good Order.
Ensure communication with and information for clients, donators, volunteers and coordinators is clear and timely.
Website Maintenance - ensure that the Church Website and Social Media Streams is up to date, posted accurately and maintained.
Maintain Confidentiality at all times.
Follow the churches GDPR and confidentiality guidelines for storing data 
Collating and distributing various rotas 


Person Specification 

Experience in one or more busy administrative, secretarial roles or comparable expertise or relevant experience.
A good command of numeracy and literacy
Experience of working with a range of I.T. Software
Knowledge of The Church of England Church Worship and Ministry
An attention to detail and accuracy
Show initiative and good time management
Ability to work both independently and as part of a team
Be able to prioritise work and be able to work without direct supervision
Demonstrate good communication oral and written
Ability to respect confidentiality and show empathy and compassion to others.
Sympathetic to the mission of the church in serving the community and able to support the following Ethos statement:- The ethos of the Diocese of Rochester, which is based on the doctrine and practice of the Church of England is the motivation for all our work. It is to work together to extend the Kingdom of God on earth by living out a lifestyle of love, truth, justice, mercy and forgiveness, according to his teaching. We are inspired by the message, life and example of Jesus through which God’s unconditional love for all people is expressed. 
(Extract from Diocese of Rochester Ethos Statement) 

DBS check and successful completion of Safeguarding courses
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Terms and Conditions of Employment 

This is a Yearly Contract; 
There is a 3 month probationary period during which 1 weeks notice of termination on either side; thereafter 1 months notice of termination on either side will be required
Appraisals will take place annually 
Changes may occur over time and the job holder will be expected to agree to any reasonable changes to the job description that are commensurate with the job and in line with the nature of the post. The job holder will be consulted about any changes prior to implementation.

Salary  

£12.60 per hour reviewed annually (We aim to pay the Real Living Wage).

Annual Leave 

Annual Leave entitlement is 4 weeks pro rata. The job holder is expected to flex their weekly hours of work to avoid Bank Holidays.

