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JOB DESCRIPTION               
(CHURCH ADMINISTRATOR) 
 
Job Title CHURCH ADMINISTRATOR 
Location Parish Office, Vigo Lane, Harraton, 

Washington, NE38 9AH  
Remuneration (Per annum)  
Responsible to (Line Manager) Vicar of St.George’s Fatfield 
Responsible for  The efficient running of the 

church office 
 Administrative support to staff, 

leadership teams and others 
delivering ministries 

 Planning, procuring and 
allocating resources 

 
Role and context 
 
Purpose To provide administrative support 

to St George’s Parish Church 
Context Lay Administration 
Other detail Liaises directly with: 

 The Vicar of St. George’s 
Church, Fatfield (line 
manager), Church Wardens, 
Church Treasurer 

 Those leading and organizing 
services, both internal and 
external (eg. Funeral directors) 

 Officers of the Diocese or any 
relevant local government 
body 

 
Specific responsibilities and accountable actions 
 
Communication Dealing with all enquiries to the church 

including: 
- Service bookings; 
- Church premises booking for the 



Parish Church of St Georges 
- Recording bookings and service 

details in the online diary; 
- Making Diocesan, licensing and 

other returns where necessary. 
- Managing incoming post and any 

outgoing communications as 
directed by the Vicar. 

- Producing a variety of church 
literature 

- Managing printer usage 
Coordination - Overseeing rotas of church 

activities and ministries. 
- Providing administrative support to 

staff and leadership teams and 
others 

- Delivering ministries, including 
safeguarding administration for 
DBS checks. 

- Maintaining licences and software 
subscriptions. 

Maintenance/Development - Operating a designated financial 
account for office and petty cash 
expenditure and such other 
financial administrative activities 
as required by the PCC Treasurer. 
Accounting for and reporting on 
each in an agreed way. 

- Ensuring agreed provision of 
goods, products and services 
within financial guidelines. This 
includes office and print room 
supplies, printing and 
photocopying and services such 
as telephones and broadband to 
the church offices and premises. 

- Maintaining song lists and 
providing regular returns, as 
agreed with the Vicar, for all 
purposes relating to these. 

Other - Undertaking training as agreed. 
- Undertaking any other reasonable 

duties that are within the scope of 
the post as determined by the line 
manager. 

- Maintain appropriately 
confidentiality and comply with 
data protection requirements 

 
 



Requirements 
 
Qualities Essential Desirable 
 - An excellent, 

sensitive, 
confidential and 
highly organized 
communicator 
with a strong and 
enthusiastic work 
ethic. 

- Self-motivated, 
working well and 
with initiative 
individually but 
also a committed 
team worker. 

- Ability to work 
flexibly 

- Ability to respond 
to enquiries in an 
appropriate 
professional and, 
where necessary, 
Christian pastoral 
manner 

- A mature Christian, 
with godly character 
and a strong faith, 
committed to "who 
we are" and where 
we are going as a 
church. 

Qualifications - NVQ 2 minimum 
or equivalent 
qualification in 
Maths and 
English. 

- ICT proficiency 
including 
keyboard skills in 
word-processing 
and 
spreadsheets. 

- Familiarity with 
presentation 
software. 

- Verified experience 
of online filing and 
storage with NVQ 2 
or equivalent 
experience. 

Experience - Demonstrated 
successful 
experience of 
organization and 
administration in 
an office 
environment. 

- Demonstrated 
current experience in 
Windows and Mac 
OS X operating 
systems. 

- Familiarity with 
programs such as 
SongPro. 

Skills and Knowledge - Team working 
ability. Includes 
flexibility, 
cooperating and 
collaborating with 

Awareness of, 
and compliance 
with, regulatory 
requirements 
commensurate 



colleagues in 
order to carry out 
specified tasks: in 
assisting or 
managing/leading 
others, as 
appropriate. 

- Effective use of 
ICT. 

with the role. 
 

 
General information 
 
The job description details the requirements of the post and may only be 
varied with the mutual agreement of the post – holder and the Vicar 
 


