APPENDIX 1 – Template Job Description

JOB DESCRIPTION
JOB TITLE:


Parish Administrator
GRADE: (if applicable)
REPORTING TO: 

The Parochial Council of …..
LINE MANAGER:

JOB PURPOSE:

(The reason the job exists / An overview of the role)

To run the busy parish office, deal with administration and welcome and assist visitors to the office.

PRINCIPAL  ACCOUNTABILITIES:

(The main duties of the role you may wish to give details of the jobholder has to get results - these are end results.  Construct sentences using a verb to highlight the principal activity; Plan, Supply, Develop, Provide, Advise.

The description should not be a list of tasks or duties)

· Responsible for the layout and setting of the Service Sheet

· Manage payment of accounts previously approved for payment

· Ensure the efficient production and distribution of parish correspondence

· Deal with telephone enquiries and pass on messages as appropriate

· Liaise with the team to ensure the smooth running of the church diaries, bookings, administration, and be welcoming to visitors to the church.

(Consider and include details of the scope and impact the job has on the Parish – e.g. team, management responsibility, staff numbers, budget responsibility)

SKILLS AND EXPERIENCE:

Previous experience of xxx

Excellent word-processing skills – Using Microsoft Word

Demonstrate a good telephone manner

Experience of basic accounts/book-keeping – Using Microsoft Excel

Able to work within a small team

Can work under pressure to tight deadlines

Able to work on own initiative

GOR? – ‘Must be a communicant member of the Church of England’

DBS? – ‘The church is committed to Safeguarding, therefore candidates must undergo an enhanced DBS check’  

COMPETENCIES:

(optional)

Achievement Drive – A desire to meet or exceed standards, welcoming feedback, and continually seeking to improve.  It includes staying focused on goals over an extended period of time.

Relationships – The ability to understand the perspectives, feelings and concerns of others and initiate, build and maintain relationships in a mutually beneficial way.  Recognise one’s own feelings and those of others and manage emotions effectively.
Persuasiveness – The ability to convince others of a view, conclusion, position etc. Communicating in an impactful way, tailored to one’s audience. 

Problem Solving – The ability to investigate and breakdown a problem or situation into its component parts, identifying implications and the key underlying issues and establish possible solutions.

Independence – A demonstrated belief in one’s capability to select an appropriate approach to a situation.  It includes confidence in one’s judgement or opinion and showing resilience in adversity. Know when to seek the support and advice of others.

Adaptability – The ability to adapt one’s behavioural style or method of approach where necessary to achieve a goal.  Responds to change with a positive attitude and demonstrates a willingness to learn new ways to accomplish objectives. 
Teamworking – The willingness and ability to work co-operatively and collaboratively with others toward a shared goal, contributing actively to the team. Builds positive relationships and a sense of pride within the team.

COMMITMENT TO SAFEGUARDING:
“The church takes the safety of everyone within the church very seriously and expects that everyone will work within the church safeguarding policy.  In particular, the church expects anyone who becomes aware of a safeguarding risk or of actual abuse, to immediately raise this with their manager of safeguarder” (Amend roles as applicable to you).  

Date
