JOB DESCRIPTION
Position: 

   Parish Administrator & PCC Secretary
Primary Responsibility
To ensure the smooth and efficient running of Yate Parish by managing its Parish Office to provide:

· administrative support to its clergy and principal officers, 
· management and co-ordination of bookings for funerals, weddings and baptisms

· clear and regular internal communication across the membership of four Churches in the Parish. 
· production of rotas and maintenance of diary systems to co-ordinate all activities
· reliable systems and processes to underpin the Parish administration

· secretarial support to the Parish Church Council by producing and circulating agendas and minutes
Working Hours:

20 hours per week, spread evenly across five working days 

(Monday – Friday)
The role of PCC Secretary also involves attending 10 evening meetings during the year – the additional time spent attending these meetings to be taken in lieu from the normal working hours

Salary:


£11,856 p.a. (FTE of £20,030), including a contribution to a 

stakeholder pension
Reporting to:


Team Rector and in his/her absence the Churchwardens

Place of Work:

Yate Parish Office, Church Road, Yate
Main Duties

1. To be a central point of contact for enquiries from the general public, each church, the clergy, funeral directors and the diocese (including baptism, confirmation, wedding and funeral enquiries).  This may be through face to face, written or verbal communication
2. To develop and maintain a database of all baptisms, confirmations, weddings and funerals held at each individual church and to act as a channel for related correspondence and payments, passing on to the appropriate person
3. To collate all information regarding current and new church members and contacts and update in liaison with the Electoral Roll Officers

4. To assist the Team Rector in developing systems and procedures for conducting Parish business

5. To be the initial contact for wedding couples, informing them of procedures, arrangements and fees, and managing their booking through to the conclusion of the wedding
6. Assist the Team Rector in drawing up rotas of clergy conducting services in the four churches in the Parish
7. Support the Musical Director in developing rotas for musicians
8. To co-ordinate and manage the on-line church diaries, liaising with key church members as appropriate, e.g. church wardens
9. To liaise with other Parish Administrators across the Bristol area to ensure best practice and good working relations
10. To ensure a thorough working knowledge and understanding of each church, and of the diocese, in order to ensure the best service and advice can be offered

11. To maintain a directory of who does what within each church
12. To liaise with the website administrators to facilitate the flow of such information as is needed to keep the websites vibrant and up-to-date

13. To oversee the production and distribution of all printed material and manage the maintenance upgrading of printing equipment as required
14. To develop and maintain efficient office systems and procedures, both paper and electronic
15. Undertake production of Parish Service Booklets and other literature for distribution
16. To arrange the purchasing of office supplies, materials and equipment
17. Liaise with the Parish Treasurer to manage the budget for Parish Administration

18. To undertake such other duties as may from time to time be considered necessary for the efficient and proper operation of the Parish within the competence of the post holder 

Parish Secretary Duties

1. To prepare & circulate agendas and supporting papers for the Parish Church Council and its Standing Committee
2. To attend all meetings to take minutes for subsequent circulation to Council members
3. To assist the Rector with the production of the Annual Report

4. To organise the Annual Parish Church Meeting including the timely posting of notices calling the meeting, the preparation of the agenda and the taking of minutes

5. To complete and file the annual returns required by Bristol Diocese and the Charity Commission

6. To maintain the accuracy of our Charity information by registering the resignation of former trustees and the appointment of new trustees

PERSON SPECIFICATION
Qualifications and Experience 
Essential
· Computer literate (Word, Excel, e-mail, Google Docs. and PowerPoint)
· Possess excellent communication skills across all mediums of communication

· Be able to relate to people of all ages, gender, ethnicity and sectors of society

· Be able to deal with pressure and display a calm image

· Maintain confidentiality

· Be self motivated and interested in self development

· Be able to organise and prioritise workload and communicate this confidently.
· Be in full sympathy with the beliefs and values of the Yate Parish

Desireable

· Be able to deal with emotional and stressful situations

· A working knowledge of electronic databases

· Be able to negotiate effectively

· Experience in co-ordinating activities/groups of people

· Able to plan strategically for the development of the capabilities of the Parish Administration to meet future needs
· Able to remain impartial
