St Mary’s Wollaton Park

Administrator (part-time) Job Description
St Mary’s Mission Statement 
Our Mission: To glorify God by being one family, united in Jesus Christ, Bible-based and committed to making disciples, growing in faith, and showing God’s love by living and proclaiming the Gospel, in the power of the Holy Spirit. 
Our Priorities: Calling In – Building Up – Sending Out 
Job title: Administrator (part-time) 

Place of work: Some of the work can be done from home but much of it will need you to work from the office space in St Mary’s Church Hall, Wollaton Hall Drive, Nottingham. 

Hours of work: 10 hours per week. Ideally those hours would be spread across several days in the week but they could be worked in two sessions if necessary. There is an expectation of some flexibility with the hours. 

Annual Leave: 30 days per year, pro rata, including bank holidays. So, for a year with 8 bank holidays, that is 22 days leave plus the 8 bank holidays for 30 total. 

Remuneration: £10 per hour. 

Responsible to: Churchwardens and PCC 

Main purpose of job 
To oversee the practical and administrative tasks that enable the church to continue its mission, especially during the period of vacancy before the appointment of a new vicar. 
Key tasks 
• Answer incoming phone calls, emails, and posted mail on behalf of the church. 

• Communicate with the church and wider community by email and phone. 

• Maintain and update the church database and online calendar. 

• Oversee the practical arrangements for weddings, funerals and baptisms, liaising with ministers, funeral directors, organists etc. as required. 

• Keep statistics of regular services and activities. 

• Produce weekly church news emails.

• Manage bookings and invoices for the church hall. 

• Manage permits and invoices for the regular users of the church car park. 

• Maintain adequate stocks of supplies in the church buildings. 

• Supervise the church cleaner and gardener. 

• Arrange routine maintenance and safety checks of the buildings. 

• Assisting the Treasurer by counting and banking money from the safe. 

• Supervision of the church’s social media accounts on Facebook, Youtube, Twitter, Instagram and Google. 

• Maintenance and development of the church’s website and contact with its developers. 

• Scheduling the livestreaming of church services.

• Oversight of the Production of publicity for events such as at Christmas and Easter.

Person Specification
Essential:

· Trustworthiness and integrity.

· Familiarity with email and web forms. 

· Familiarity with Microsoft Excel.

· Familiarity with web-based design tools such as WordPress, and in the basics of website composition.

· Familiarity with social media platforms including Facebook and Instagram.

· Good organisational skills. 

· Strong communication skills including good manner on the phone and in email communications. 

· Familiarity with basic good practices around data protection.

Desirable:

· A person who would enjoy being the point of contact for people wishing to use our church hall.

· A creative person able to produce posters and cards using Microsoft Word or Publisher.

· Familiarity with basic accounting apps such as Sum-up (although this can be learned as part of the role).

· A person who is comfortable with operating largely unsupervised. 

Christian Faith: 
There is no occupational requirement for the holder of this post to be a practising Christian, but you must be in strong sympathy with our vision and ethos, willing to act in a manner consistent with being a member of a Christian organisation. This position requires the successful candidate to be sensitive and confident as a public ambassador for the church in the local community and wider world. It is therefore important that you are able to develop and promote opportunities for Christian mission as the church seeks to grow. A knowledge of the church environment as a practising Christian would be an advantage in the role. 

Safeguarding 
Since this role does not currently involve Regulated Activity with Children or Adults at Risk of harm, an Enhanced DBS check is not required.
