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ST THOMAS’

IN THE GROVES




Church Administrator (part time) – Job Description

Summary:
We are a growing church in the Groves area of York. Our vision is to be a haven in the local community where a diverse mix of people can experience the love of Jesus through word and action and come to know Him personally.
Our Team is led by Al Rycroft, our Priest in Charge. We have four part time paid staff, a Curate - Andy Hagon, and committed volunteers. We have reached the point where our work needs more administrative support and operational organisation so that we can continue to grow and make sure we do things safely and well. 

This is a new part time role and is expected to develop over time.
For more information, or for an application form, please contact Al Rycroft (Priest-in-Charge) – al.rycroft@gmail.com.
Hours: 18  – flexible working from home and on site. 
Salary: £26,000 pro rata
Introduction

St Thomas’s has seen significant growth in the past few years and there’s a real sense of energy

and momentum behind the mission of the church to the local community. At the same time, it

has left us with ‘growing pains’ as we seek to adapt our structures to support a ministry to a

larger congregation. This has brought the issue of administrative support to the fore.

The PCC are aware that this growth has created pressures on existing staff: increased administration and more pastoral demands, leaving less capacity and greater need for administrative support. Therefore, the PCC are seeking this appointment to take some of these

responsibilities away from our existing staff team and to develop improved systems for organisation and communication across the church to support our Ministry.

This position is designed to facilitate the smooth, efficient and timely running of church business

as well as supporting and releasing staff in their primary pastoral roles. The occupant of this role will be a key part of the ministry team, working in close communication with the other staff, the congregation and wider community.

Tasks and Responsibilities will include:
· To manage effective IT systems for church organisation and communication.
· To manage teams of volunteers in conjunction with ministry leaders. Co-ordinating multiple rotas on our software system.
· Supporting Ministry leaders and volunteers with administration and event management.
· To manage the scheduling of events, church bookings and keeping the church diary up to date.
· To manage, in conjunction with the Buildings Group, all aspects of running the church buildings. This will include, co-ordinating regular maintenance of the property, and managing all aspects of building hire, cleaning and maintenance.
· To oversee all Health and Safety aspects of the church buildings. This will include ensuring a safe environment, awareness training, fire and security and liaison with outside bodies e.g. fire service.
· Organisation of the church’s practical involvement in weddings, funerals and other significant events.
· Supporting the Parish Safeguarding Officer with administrative tasks such as DBS checks.
· Planning communication across the church, including the church website and social media profile, weekly newsletter and other email correspondence, Sunday notices, advertising, publicity for events etc.
· Organising office and ministry supplies, purchases and invoicing.
· Updating church policies, compliance and procedures.
· Dealing with external enquiries from individuals and organisations.
Person Specification

The successful applicant will be:

• Reliable and trustworthy

• Highly organised, able to initiate, plan, prioritise and finish tasks

· Excellent written and oral, interpersonal communication skills

• Strong attention to detail

• General office and clerical skills

• Good IT skills and experience
• Efficient and able to identify and implement processes that would enhance the efficient running of the church

• Able to demonstrate experience of effective handling responsibility

• Effective at communicating in a clear and timely way with staff and others

• Willing to receive feedback, learn and grow in the role

• Ability to respect matters of confidentiality, sensitivity and compassion

· Ability to work well as part of a team of staff and volunteers

• There is a genuine occupational requirement that the holder of this post is a committed Christian. 
This post is subject to an enhanced DBS disclosure.
