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Job Description
Our Mission:
Love God; Love our neighbour; Love creation 
Title:


Church Administrator
Reports to:

Vicar

Accountable to:
Parochial Church Council
Hours:

Part Time – 3 days per week (22.5 hours)
Salary:

£39,666 per annum, pro rata (£19,833)
Place of Work:
St Aldhelm’s office. Some home working may be possible. 
Closing Date:
29 February 2024
Context

St Aldhelm’s is a busy Church of England parish church in Edmonton, North London with a heart for serving the community. We are looking for someone with confidence and experience to keep everything running smoothly – to manage the day-to-day admin, hall bookings, invoicing, book-keeping and grant administration so that we can continue to run our busy social action projects; the foodbank, community café, edible garden and more. 
This is a varied and interesting job in a busy environment and you will need to be able to work unsupervised, deal with people from all walks of life, respond to the unexpected and stay organised. You will need to have an eye for detail, especially when it comes to dealing with numbers.

The role is based in the office in our church hall, on the same site as the church. It will be important for the post holder to spend time on site, but there is some flexibility around working hours and working from home.

The individual appointed to this role will be expected to work within the policy and procedures of the relevant safeguarding policies and attend all required safeguarding training.  

To apply, please send a full CV and a covering letter, outlining clearly how you meet the criteria in the person specification, to vicar@aldhelms.org.uk 
Scope & Objectives

1. To manage the day-to-day administrative tasks of the church, including:
· To respond to correspondence and enquiries 
· To deal with Church Hall hire bookings
· To maintain appropriate stationery stock levels
· To assist in production of printed materials for the church
· To assist with Parochial Church Council (PCC) meetings

· To manage online and paper filing systems

· To record expenditure and income, generate and track invoices using accounting software
· To help with maintenance of up-to-date web presence

· To ensure that data protection laws are being adhered to in relation to the storage of data, and review and update policies

· To arrange regular testing for electrical equipment and safety devices

· To maintain the condition of the office and arrange for necessary repairs

· To develop and implement new administrative systems as required

2.   Other duties as required

· To maintain appropriate levels of skills and training as required by the post.

· To discharge any other reasonable duties, which may be required by the Vicar from time to time. 

Key Tasks

1. To manage the day-to-day administrative tasks of the church, specifically
· Using email and a range of software in order to respond appropriately to enquiries and other correspondence

· Updating A Church Near You website with details of the church and its services

· Helping update the church website and social media

· Ensuring church records are kept up-to-date, using Customer Relations Management software as required (currently ChurchSuite)
· Maintaining filing systems of both electronic and hard copy documents, including Inventories and Log Books
· Ensuring policies on GDPR are implemented
· Ensuring Health and Safety at work policies are followed 

· Liaising closely with Vicar and their assistants to provide appropriate administrative support

· Assisting in production of documentation for PCC meetings

· Minuting PCC meetings; there are generally five of these annually taking place on Sundays or in the evenings 

2. Hall Hire
· Producing annual Hall Hire Agreements for regular hirers and tracking their receipt and acceptance by hirers, chasing as appropriate to make sure signed copies are received
· Invoicing regular hall hirers using accounting software (currently Xero) and chasing payments

· Logging payments against invoices in Xero

3. Copying and documentation production
· Assisting in production of documentation for PCC meetings

· Producing weekly pew sheets and special service booklets in a timely manner

4. Office duties
· Reporting any issues with the fabric of the office to the Facilities manager for resolution
· Maintaining stocks of stationery at an appropriate level

· Keeping the office tidy and fit for purpose
5. Basic accounting
· Using basic functionalities of the accounting software Xero to record expenditure and income

· Processing and recording bills and bill payments in Xero
· Working with the Vicar to ensure that grant funded expenditure is recorded appropriately and monitored

· Producing reports from Xero to enable good financial monitoring


