THE PARISH CHURCHES OF BROOKFIELD AND STAINTON WITH HILTON 
VACANCY

JOB DESCRIPTION

	Job Title:
	Plurality Administrator

	Responsible to:
	The Incumbent and church wardens of the plurality

	Supervised by:


	The line manager will be the                                                                                                                                                                                                                                                                                            vicar. 

	Salary:
	£8.75 per hour


	Location:
	St Margaret’s Church, The Oval, Brookfield 

	Hours:
	Part Time: 10 hours per week – times to be agreed


	Conditions of the Job:
	Parish Employment terms and conditions will apply with a probation period of three months. 


	Purpose of the Job:
	To provide administrative support to the vicar and the church wardens of the three parish churches of Brookfield and Stainton with Hilton. 



Areas of responsibility will include:

· The overall running of the churches’ office (generally called the plurality office by church members). 
· Maintaining the joint electronic diary of the three churches. 
· Opening and sorting the post, dealing with routine items, preparing and dispatching outgoing correspondence. 

· Receiving telephone calls and visitors to the plurality office and dealing with general enquiries about baptisms, weddings, banns, memorial stones and other issues related to the churches. 

· Maintaining the office filing systems and keeping files up to date and in good order. 

· Basic book-keeping

· Maintaining various databases.

· Updating and completing registers and baptism and wedding certificates and associated hand-written paperwork.

· Completing wedding and fee returns and ensuring that they are submitted in a timely manner. 

· Liaising with third parties including but not exclusively organists, vergers and undertakers. 

· Executing various mailshots throughout the year.

· Updating the information on the “Church near you” website and other internet communication vehicles. 
· Collating information for the parish magazine.

· Drafting the churches’ weekly newsletters and monthly prayer diary. 
· Taking bookings for the church hall. 

· Ordering and sourcing supplies as necessary.

· General office duties such as photocopying etc. 
· Any other administrative duties that arise as requested by the vicar and church wardens. 

PERSON SPECIFICATION
Personal Qualities

· You will be a person with a mature attitude, capable of dealing with all levels of people in a professional and friendly manner. 
· You will be self-motivated and able to work both on your own and as part of a team. 
· You will be reliable and responsible. 
· You will be able to show initiative. 
· You will be sympathetic to the Christian ethos of the churches. 
Skills and Experience

Essential 

· You will possess a good telephone manner and be able to deal sensitively with people on the telephone and face to face. 

· You will be able to make a contribution to the team, working on your own initiative when necessary to ensure the smooth running of the office. 

· You will be able to demonstrate flexibility and be willing to multi-task when necessary. 

· You will have experience of office processes and administration.
· You will have experience of working with MS Word, Excel, Access, Outlook and the internet. 

· You will have good keyboard skills. 

· You will have at least GCSE Grade C or equivalent in Mathematics and English. 

Desirable
· Experience of working in a church office (although training on church-specific duties will be given to the right person if necessary). 
· Flexibility in your working hours and able to work additional hours in busy periods. 
Applications should be sent using the application form to:

Rev Vivienne Hatton

89 Low Lane

Brookfield 

Middlesbrough

TS5 8EF

vivhatton@hotmail.com
