

        Role Description:   Part-time Church Administrator  
	[bookmark: _heading=h.gjdgxs]Name of church/body
	· Mulbarton Group of Churches

	Role title
	· Part-time Church Administrator


	Main purpose of the role
	· The Administrator will often be the first point of contact with the church for the congregation and the wider community and will have a key role in our ministry of hospitality, welcome and care of both people and our Church buildings across the whole benefice
· The Administrator provides support to the ministry teams, churchwardens and parish congregations undertaking administrative work, and other duties as reasonably requested, under the direction of the Incumbent and/or the PCC


	What you will be doing - your duties may include some of these tasks
	· Dealing with bookings for Harvest House, raising invoices and managing the HH diary
· Purchasing and restocking the consumables for Harvest House, the HH office and the Church
· Preparing and printing service sheets for all parishes as required
· Preparing and printing posters for the Benefice as required for services and special events
· Coordinating and updating the Super Rota of volunteers supporting worship across the Benefice
· Oversight of the operation of the Mulbarton Church Community Pantry, purchasing supplies as required
· Writing and sending baptism and marriage anniversary cards 
· Promoting church events and messages on the Mulbarton Church Facebook page and if appropriate, on the village Facebook page
· Printing Mardle bi-monthly and editing this publication 3 times a year
· Updating and printing the Internal Directory and other church paperwork as required
· Undertaking such other duties as required by the Incumbent or Churchwarden
· NOTE – it is possible that some of the above tasks may be undertaken by volunteers in the future


	When and where you will be doing it
	· 9 hours a week, averaged over the year, based in Harvest House Office, with some flexibility to work from home
· The amount of work will vary over the church year and so some flexibility will be required to ensure work can be completed at the busiest times of year such as Christmas  

	Pay and holiday entitlement
	· £13.45 per hour based on the Real Living Wage.  This will increase annually in December in line with the Real Living Wage
· You will be entitled to 4 weeks holiday per year.  (Pro rata this is 36 hours)

	Who you will be responsible to
	· Incumbent and The Parochial Church Council

	Support you will be given 
	· One designated member of the PCC (currently Heather Wells), will be your main point of contact for any queries and will undertake periodical reviews/appraisal to discuss the role and ensure the support you need is made available

	Knowledge, Skills, Experience, Attitudes & Qualifications





	· Good knowledge of the Benefice, and the pattern of church services
· Familiarity with Harvest House and its facilities
· Good communicator with the ability to relate to and work with a range of different individuals and respond to their needs
· Ability to deal appropriately with confidential or sensitive information 
· Ability to work independently with minimal supervision
· Good time management skills with the ability to plan and prioritise work to meet agreed deadlines
· Good IT skills and familiarity with Microsoft Word and Excel

	Training 
	· Training will be provided on the functioning of the office equipment and administrative processes currently in use 
· Training will be provided for any specialised IT software 

	Disclosure & Barring Service (DBS) Requirements	
	· Not required for this role 

	General information 
	· This role will be appointed by the PCC in line with the Church of England Safer Recruitment requirements
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