
SAINT MARY BROMLEY

ADMINISTRATOR - JOB DESCRIPTION
JOB TITLE:
Parish Administrator, self employed.
REPORTING TO: 
The Parochial Council of St. Mary Bromley
LINE MANAGER:
The Vicar of St. Mary Bromley
JOB PURPOSE:
The Parish Administrator is to assist the vicar in organizational and communication tasks involved in the life of the church. 
Hours of Work: 
Ten hours per week, flexible with facilities in the Parish Office and option to work time at home. The hours will be accounted for on a weekly time sheet.
Remuneration:
£10.85 per hour, the London Living Wage

PRINCIPAL ACCOUNTABILITIES:

· Work with the vicar and key people of the church. 

· Deal with requests from the congregation, parishioners and general public who require information and services.

· Ensure committees and individuals receive the documents and information they require.

· Undertake a range of functions as planned. Some regular and some on a project basis.
SKILLS AND EXPERIENCE:

· To work and relate to a wide range of people.

· Able to organise a wide range of work with many different timescales.

· Appreciate the wide range of commitments and interests with which people relate to the life of a parish church

· A good telephone manner

· Competent with information technology such as word processor and spreadsheet. Willing to learn to use new systems such as the parish data system and website editor. 

· Order supplies and ensure stock levels are adequate.
· A presence in the worshipping life of the congregation.

· The church is committed to safeguarding. The post does not require a DBS check. The administrator must be willing to work within the policies of the church and undertake some basic safeguarding training.
Areas of Work
· Parish Communications. Respond to emails/phone calls. Weekly Newsletter, prepare and distribute. Website, update & maintain where appropriate add magazine & newsletter. Attend communication and website meetings. Distribute documents to the Parochial Church Council,. GDPR, maintain information. Worship Rota, prepare list of readers and intercessors and collate with other lists. Update & print intercession list.

· Pastoral Services Support. Baptism cards to be prepared where necessary. Banns of Marriage, receive applications, prepare register, send out certificates.
· Parish Magazine. Work as one of the editors. Layout the magazine, print & distribute. Invoice annually for adverts.

· Annual Meeting. Produce brochure annually. maintain Electoral Roll, Prepare notices and documentation for APCM.

· Computer Systems. 

General IT – Word and Excel. Training available.
Church Edit – to update website

Mailchimp – for mass emails

Church Suite – for address lists and bookings

Paypal – for payments

iKnow Life Events Diary – for managing Pastoral Services

· Miscellaneous Tasks. 
Photocopier—record usage and submit to Ricoh. 
Request reimbursement from JusB and Parish Magazine. 
Stationery – -order paper for photocopier and any other required stationery. Statistical return at end of year. 
Any requests from Vicar for photocopying and anything else.

COMPETENCIES:

Relationships – The ability to understand the perspectives, feelings and concerns of others and initiate, build and maintain relationships in a mutually beneficial way. Recognise one’s own feelings and those of others and manage emotions effectively.
Problem Solving – The ability to investigate and breakdown a problem or situation into its component parts, identifying implications and the key underlying issues and establish possible solutions.

Independence – A demonstrated belief in one’s capability to select an appropriate approach to a situation.  It includes confidence in one’s judgement or opinion and showing resilience in adversity. Know when to seek the support and advice of others.

Adaptability – The ability to adapt one’s behavioural style or method of approach where necessary to achieve a goal.  Responds to change with a positive attitude and demonstrates a willingness to learn new ways to accomplish objectives. 
Teamworking – The willingness and ability to work co-operatively and collaboratively with others toward a shared goal, contributing actively to the team. Builds positive relationships and a sense of pride within the team.

LOCATION
St. Mary’s Church Bromley is at 63 College Road, Bromley BR1 4HE
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