
Job Description

Church Administrator (Part time)

JOB TITLE: Church Administrator

JOB SUMMARY: To provide administrative assistance with all matters of administration in relation
to St Stephen’s Church as it relates to all of its activities, employed by the PCC, and working
closely with the vicar.

LINE MANAGER: Revd. Jon Roberts (vicar)

HOURS: 10 hours per week - Mon, Wed, and Fri, each week, 9 – 12pm each day, with an extra
hour where needed (working from home options to be discussed)

SALARY OFFER: Paying real living wage (calculate pro rata)

LOCATION: Based in St Stephen’s Church, Southmead

There will be a 2-month trial period from the start of employment. There will be regular feedback,
both ways, from both parties, on both the main duties as well as days and times agreed upon. 

MAIN RESPONSIBILITIES

To assist with the general administration of the church, including:

· Working in church and staffing the office on agreed days and times.

· Maintain and manage an on-going ‘to do’ list of administrative jobs - recording all tasks 
requested, and feedback if there is too much work to be managed

· Complete any tasks required and the main responsibilities in a timely manner, mindful of 
requested deadlines, and reply to the relevant personal if specific tasks cannot be managed.

· Maintain a contact sheet, both of church personal and wider community people and 
organisations.

· Manage all incoming and any relevant outgoing post.



· Manage the notice boards. Taking down out of date and irrelevant material and posting 
regularly and new items up.

· Taking phone calls in office hours, dealing with routine enquiries, and checking all answer 
phone messages.

· Be the first point of contact for many church contacts (such as occasional offices, phone calls, 
website contact form etc), being a warm welcoming presence and managing all messages. 

· Produce a monthly bulletin, asking for content from the vicar and collating relevant information 
from the other necessary people, and sending a draft to the vicar for approval for printing. 

· Deal with baptism enquiries, send out the baptism enquiry form and pack and monitor its 
return.

· Follow up wedding enquiries entering information in the church diary, update and circulate the 
booked weddings summary sheet (monthly), send out invoice based on the requirements of the
couple, ensure that organist, choir, vergers are in place. 

· Advising / reminding the clergy about banns, banns certificates, baptisms and other pastoral 
offices.

· Contact wedding couple regarding the reading of their banns and invite them to respective 
services. 

· Deal with funeral enquiries, liaise with funeral director and arrange organist, vergers, etc.

· Fill in and manage the registers for occasional offices.

· Producing service sheets for services as needed.

· Attend ‘staff meetings’ as required.

· Potentially attend and provide administrative support for church meetings, including PCC 
meetings, warden meetings and other key officers, these meetings may be outside office 
hours. 

· Arranging meetings (training and social) of church groups, cleaners, magazine team, servers, 
home communion team, intercessors and lectors etc.

· Keeping church policies up-to-date (e.g. health and safety, child protection, hall/crypt bookings 
etc), once written and approved by PCC.

· To liaise with the Vicar about any necessary upkeep of the church and contacting Contractors 
as required.  This will also involve conversations with the Church Wardens and Buildings Team
regarding arrangements for access to the church building

· Preparing the long term worship rota arrangements, once agreed by the PCC and vicar, and 
manage and clearly communicate monthly rota of readers, welcomers etc.

· Contacting bereaved families and inviting them to have names recorded in the Book of 
Remembrance and any annual memorial service. 



· Make the practical arrangements for occasional church away days, retreats etc, or other 
external meetings.

· Assisting the PCC treasurer in ensuring good record keeping in respect of Church accounts

· To assist the vicar and PCC with funding applications. 

· To ensure the maintenance of the Church Website so that content remains up to date. Working
alongside the Vicar to improve its functionality

· To take and monitor bookings for the church space, and to ensure prompt payment (if 
necessary) by users and compliance with our terms and conditions.

· Be the main liaison for our letting agents, and any other external organisations

· Managing all filing systems, knowing where all important documents are kept and keeping it all 
organised and accessible, whether electronic or in hard copy.

· Manage and re-stock the office stationary, as and when required.

· To undertake such other tasks as may be reasonably requested by the post-holder’s direct line 
manager

· Manage social media profiles of the church, adhering to social media policy

EMPLOYEE SPECIFICATION

To enable us to shortlist in a fair and unbiased way please provide us with sufficient information to 
demonstrate how you meet or exceed the criteria outlined in the specification.

ESSENTIAL

Education:
· Educated to A level standard or have equivalent experience

Skills/Aptitudes:
· Excellent communication skills both written and verbal
· Ability to offer advice and support on a one-to-one basis
· Ability to work under pressure and to deadlines
· Ability to work in a team and build key relationships across the Diocese
· Excellent IT skills including MS Office, databases and spreadsheets and accounts 

applications. 
· Confident and helpful telephone manner 
· Able to work with confidentiality, diplomacy, tact, and patience 

Knowledge/Experience:
· Previous experience of working in an administrative role in an office environment.

Personal Attributes:
· Able to prioritise tasks, both personally and with colleagues, as part of a small busy team
· Flexible approach to work life
· Energetic and engaging
· Fully supportive of the aims and ethos of the Diocese of Bristol
· Fully supportive of the aims and ethos of the Diocese of Bristol



DESIRABLE

Knowledge/Experience

· To have some knowledge and understanding of the Church of England 
· Understanding of current issues facing the Church of England
· Experience using Apple IT systems

NOTES AND CONDITIONS

The postholder will be expected:-
· To be fully supportive of the Christian objectives and ethos of the St Stephens, Southmead
· To comply with terms and conditions of service (their employment contract).
· To adopt a flexible approach to changing patterns of work including times where there is a 

requirement to work outside normal office hours and undertake such other duties as are 
consistent with the job purpose.

· To promote best practice in meeting the requirements of Health and Safety legislation and 
comply with other relevant statutory legislation.

· To carry out duties in accordance with with equality and Diversity principles."
· To accept that everyone has a right to their distinct identity, treating everyone with dignity 

and respect.
· To develop oneself and others by making every effort to access development opportunities 

and contribute effectively 
· To be willing to undertake travel as required.
· To ensure that the principle of confidentiality and the requirements of the Data Protection 

Act are fully applied to all work of the Parish.
· To act in such a way that at all times safeguards the health and wellbeing of children and 

vulnerable adults. Familiarisation with and adherence to the Diocese of Bristol’s 
Safeguarding policies is an essential requirement of all employees as is participation in 
related mandatory/statutory training

GENERAL NOTES
This is a description of the job as it is constituted at the effective date shown.  It is the practice of 
St Stephens to periodically review job descriptions, update them and ensure that they relate to the 
job performed, or to incorporate any proposed changes.  This procedure will be conducted by the 
appropriate manager in consultation with the post holder.
In these circumstances, it will be the aim to reach agreement on reasonable changes, but if 
agreement is not possible, the PCC reserves the right to make changes to your job description 
following consultation.

CONTINUAL IMPROVEMENT
We want all our people to have good working experiences with us and we seek to continually 
improve our working systems and arrangements.  We welcome and encourage new ideas and 
suggestions about what we can do better

SAFEGUARDING
The Diocese of Bristol is committed to safeguarding, safer recruiting practice and promoting the 
welfare of children, young people and vulnerable adults and expect all staff and volunteers to 
share this commitment. You will be expected to report any concerns relating to the safeguarding of
children, young people or vulnerable adults in accordance with agreed procedures. If your own 
conduct in relation to the safeguarding of children, young people or vulnerable adults gives cause 
for concern, the Diocese Allegations Management procedure will be followed, alongside 
implementation of the Disciplinary Procedure as required.

Effective Date:  April 2022


