Church Ministry Administrator - GSFC.

Job Description

ACCOUNTABLE TO: The Pastor
SALARY: £10,000 - £12,000 p.a.
HOURS: Part Time (21 hours pw).The individual will need to work flexibly.

JOB PURPOSE
To support the Pastor, Ministerial Assistant and other staff members by organising the practical things necessary
to facilitate effective ministry within the church and to the wider community of Great Shelford.

MAIN DUTIES

Supporting Ministers

To specifically work alongside The Pastor and Ministerial Assistant:
e Supporting them in their ministries by relieving them of administrative demands.

e Working closely with them to plan future ministry programs and oversee their implementation.

Communication and publicity
To be the lynchpin of our communications:
e  Welcoming visitors to the church building during the week.

e Making sure there is a consistent, organised, creative and clear process of communication with the
church fellowship and the wider community of Great Shelford.

e Producing a weekly communication with notices and details of the church activities (currently The Link).

e Planning and organising the church diary so that activities and ministries function well, and our
volunteers feel supported and equipped in their ministry.

Day to Day Church Management

To work with and build a team of volunteers to make sure the day to day needs of the church office are fulfilled
by:
e Overseeing the church office, website and social media presence.

e  Working alongside the trustee team and ministry team leaders making sure sound practices are adhered
to and the church constitution is followed.

e Assisting the Secretary in maintaining good policies and practices concerning data protection, health and
safety, employment and recruitment and safeguarding including DBS.

e Maintaining office and other supplies necessary for the smooth running of the church.
e Operating as the line manager for the church cleaner.

e Carrying out similar roles and jobs that may rise from time to time
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Person Specification

Essential Desirable

QUALIFICATIONS

e A personal relationship with the risen Lord Jesus Christ v

e A commitment to serving the purposes of God in Christ v

e Minimum academic to GCE ‘A’ Level or equivalent 4
EXPERIENCE

e Experience of church leadership [
e  Experience of managing staff inc. HR requirements v

e Experience of managing a budget ]
e Marketing experience ]
SKILLS AND ABILITIES

e  The ability to communicate effectively in writing and orally with v

members, congregation and external organisations and with
trustees, staff and volunteers

e Good organisational and time management skills N4

e Creative thinking and problem-solving skills N4

e Self-starter, able to be pro-active and work on own initiative V4
and as part of a team

e  Ability and desire to run an effective social media [
communication platform

e  Competence in the use of Information Technology as a v

management tool

e The ability to build and maintain effective relationships with
people with different skill sets and experiences and in a wide [
variety of roles

e Appreciation of,and empathy with, the needs and limitations of
voluntary groups and individual volunteers 0

e Ability to build and maintain relationships within the community V4
including local businesses, community groups and resident
groups
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