

APPENDIX 4 – Sample advert

LOGO HERE - optional
PARISH ADMINISTRATOR (Part-time)

required to work in the busy Parish Office attached to the

Church of xxx
20 hours per week, preferably 5 mornings

SALARY RANGE £xxx TO £xxx p.a. pro rata        

The successful candidate will often be the first point of reference for parishioners and will need the ability to deal sensitively with a variety of people.

The person appointed will need to demonstrate good secretarial and organisational skills, with the ability to work both independently or as part of a team. 

Experience using Microsoft office is essential to this role.
Further details and application form available from:  

Name, email, telephone
Closing date for applications xxx
Interviews will take place on xxx (optional)

· If the role is working with children or vulnerable adults, include a statement emphasising your commitment to safeguarding and that the successful applicant will be required to undergo a DBS check.

· If there is a Genuine Occupational Requirement for the post holder to be a Christian, include a sentence such as ‘Applicants must be a communicant member of the Church of England’

