

Job Description: Parish Administrator
	Salary
	TBC

	Team
	

	Reports to
	Incumbent/ Priest-in-Charge/Churchwardens (during vacancy)

	Optional
	Day-to-day oversight by the Operations Manager/ PCC Secretary

	Line Reports
	NA

	Contract Duration
	Permanent /Fixed Term [duration]

	Contract Type
	Full time / Part-time (X-FTE)

	Contact with vulnerable groups
	No contact with Children/Vulnerable Adults
Limited contact with Children/Vulnerable Adults
Regular contact with Children/Vulnerable Adults
Contact with Children/Vulnerable Adults in a regulated environment
Oversight of staff working with Children/Vulnerable Adults

	DBS Check Requirement
	Enhanced / Basic / NA


Background
[Brief paragraph providing context for the job, focusing on team/function/role].
Job Purpose
To provide efficient, organised and welcoming administrative support to the parish, enabling the smooth running of church life, supporting clergy and volunteers, and ensuring compliance with statutory and diocesan requirements.
Key Responsibilities
Administration & Office Management
- Maintain parish office systems, records and filing (digital and paper).  
- Manage incoming correspondence, emails, phone calls and enquiries.  
- Prepare weekly pew sheets, notice sheets and parish communications.  
- Maintain parish calendars, rotas and room‑booking systems.  
- Order supplies and manage office equipment.

Communication & Public Interface
- Act as a first point of contact for visitors, callers and enquiries.  
- Maintain the parish website and social media channels (if applicable).  
- Produce posters, newsletters and publicity materials.  
- Support communication with the congregation, community partners and the diocese.

Support for Worship & Occasional Offices
- Prepare service sheets, readings and rotas.  
- Liaise with families regarding baptisms, weddings and funerals.  
- Maintain statutory registers (where delegated) and ensure GDPR‑compliant record keeping.  
- Coordinate vergers, musicians and volunteers as required.

Finance & Compliance (as delegated)
- Process invoices, expenses and petty cash.  
- Support the Treasurer with basic bookkeeping or data entry.  
- Maintain records for fees (weddings, funerals, vergers, organists).  
- Assist with APCM preparation: electoral roll updates, reports collation and documentation.  
- Support compliance with GDPR, Health & Safety and safeguarding administration.

Safeguarding Administration
- Maintain safeguarding training and DBS records.  
- Support the Parish Safeguarding Officer with documentation and reporting processes.  
- Ensure safeguarding notices and policies are displayed and up to date.

Buildings & Facilities Coordination
- Manage bookings for halls, rooms and events.  
- Liaise with contractors, cleaners and maintenance providers.  
- Support compliance with inspections (fire safety, PAT testing, insurance documentation).

Support for Clergy & Volunteers
- Provide administrative support to clergy, churchwardens and PCC officers.  
- Assist with volunteer coordination, rotas and communication.  
- Support parish projects, fundraising events and community initiatives.


General 
· “[Insert name of Church body] is committed to safeguarding and promoting the welfare of children, young people and vulnerable adults. All post holders and volunteers are expected to share this commitment.”
· 
· 

This job description is issued as a guideline to assist you in your duties, it is not exclusive or exhaustive. Due to the evolving nature and changing demands of our service to the diocese this job description may be regularly reviewed to ensure it is an accurate representation of your post. You may, on occasions, be required to undertake additional or other duties as may reasonably be expected within the scope and grading of the post and according to the needs of the Organisation.



Person Specification: Parish Administrator
	
	Essential
	Desirable

	Qualifications
	· 
	· 

	Experience
	· 
	· Experience in a church, charity or public‑sector environment.  


	Skills & Knowledge
	· Strong organisational and administrative skills.  
· Excellent written and verbal communication.  
· Competent IT skills (Microsoft Office, email systems, website editing).  
· Ability to work independently and manage competing priorities.  
· Discretion, confidentiality and professionalism.  

	· Knowledge of Church of England structures, occasional offices and APCM processes.
· Familiarity with GDPR, safeguarding administration and basic finance tasks.  
· Experience managing volunteers or coordinating events.




	Personal
	· Fully supportive of the aims and mission of the Church of England [or This role carries an occupational requirement to be a practising Christian in accordance with the Equality Act 2010.] 

	· A practising Christian
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