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ST SEBASTIAN’S CHURCH ADMINISTRATOR 
JOB DESCRIPTION 

 
 
Position:  Church Administrator  
 
Employed by: St Sebastian’s PCC 
 
Responsible to: Vicar of St. Sebastian’s or other Line Manager as appointed by the PCC  
 
Work Base:  Parish Centre, St. Sebastian’s Church 
 
Hours of Work: Six hours per day, four days per week  
 
Salary:  £11665 per annum 
 
Holidays:  20 days per annum plus Bank Holidays 
 
 

Aims and Objectives 

1. To be the point of contact for people contacting the church and to provide a warm and positive 
welcome and listening ear. 

2. To undertake the administrative and secretarial requirements of the Vicar, churchwardens and 
members of the PCC and its committees. 

3. To co-ordinate the day-to-day operation of the church site, including liaison with the school and other 
users of the site and its buildings. 

4. To oversee the work of the Church Finance Administrator. 

 
 

Duties and Responsibilities 

 

1. To work closely with the Vicar to provide support and advice. 

2. To ensure the smooth running of the Parish Office. 

3. To produce publicity and print materials for use within the church and in the wider community. 

4. To maintain the church’s on-line presence, including the website, social media and emailings. 

5. To act as site manager, being responsible for bins, keys, alarms, etc. and to liaise with other users of 
the site, including the tenants of St Sebastian’s Lodge. 

6. To supervise the Church Finance Administrator and to carry out such finance-related tasks as may be 
required, including HMRC returns and pensions submissions. 

7. To liaise with the Diocese of Oxford, the Charity Commission and other organisations regarding 
administrative matters, including submission of returns 

8. To act as Safeguarding Verifier, checking and recording documentation and completion of training 
courses by staff and volunteers. 

9. To handle legal matters as required, including registers, returns for baptisms, marriages, funerals, and 
matters related to the churchyard and church site. 
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10. To provide advice to ensure that the church is compliant with GDPR regulations. 

11. To manage various rotas, issuing reminders as appropriate. 

12. To co-ordinate Annual Reports and to maintain the Church Electoral Roll. 

13. To maintain the church Log Book and Inventory (Terrier). 

14. To carry out any other tasks reasonably requested by the Vicar or the PCC.  

 

 

Person Specification 

 

The person will definitely: 

 

1. Support the Vision and Values of St Sebastian’s Church. 

2. Feel comfortable working alongside and building relationships with Christians, in an Anglican Church and 
School environment. 

3. Be able to work and complete tasks in a changing environment. 

4. Be able to prioritise tasks independently with limited supervision and able to meet specific deadlines.  

5. Have strong administrative/secretarial skills with relevant training and/or experience. 

6. Be competent in Microsoft Publisher and other Microsoft Office Packages (Word, Excel and PowerPoint). 

7. Have knowledge of, or a willingness to learn, a website editing package (ChurchEdit is used currently). 

8. Have good people skills, act with tact and sensitivity, and respect confidentiality at all times. 

9. Have strong oral and written communication skills. 

10. Have a ‘can do’ attitude, be flexible and have a willingness to help and serve others. 

 

 

Note 

 

Any offer of employment will be made subject to satisfactory outcomes of an enhanced DBS criminal record 
check and a Right to Work check. 

 


