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Job description:  

St Kea Church Administrator  

 

Purpose of Job 

1. Provide consistent and quality administrative support to the church, ministry and support teams 

working alongside the Strategic Operations Manager and the Vicar 

2. Maintain office systems  

3. Provide a key link with the church volunteers and church family 

 

Relationships 

1. Line managed by Strategic Operations Manager (or Vicar) 

2. Supported by PCC HR Lead 

3. With Vicar, staff team and volunteers 

4. With Church Wardens and team leaders 

5. Supporting church members who require administrative support 

 

Main Responsibilities 

Communications 

1. Ensure the production of the weekly notes and news and weekly church emails keeping church 

family up to date with all that is going on in church life. 

2. Produce publications as required for effective communication with the church family (in 

consultation with the Line Manager). This may include items such as Welcome Pack, publicity 

posters/flyers, Christmas and Easter magazine, Annual Report. 

3. Ensure notice boards in church and hall are kept up to date with information and maximise the 

communication to church members. 

4. Ensure the church database (ChurchSuite) is kept up to date to enable effective communication 

between church members. 
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5. Maintain the website, liaising with the staff team and others who provide material and 

information to keep the site informative and relevant. 

 

Events Management 

1. Manage the bookings for church and hall buildings. Liaise with cleaner and building users to 

ensure good understanding of letting arrangements, fees charged, invoicing and collection of 

letting fees.  

2. Maintain and administer church calendar/diary including events. 

3. Liaise with those leading events as necessary to ensure church supported events run smoothly. 

4. Manage the legal requirements of reporting baptisms, weddings and funerals, and ensure fees 

are managed and returned in a timely and efficient manner. 

5. Oversee the effective rota systems using ChurchSuite, including services to ensure clear 

communication and smooth running. 

6. Liaise with volunteer team to ensure church buildings are prepared, clean and ready for events. 

 

Administrative Support 

1. Welcome any visitors to the office and act as the first line reception for callers and telephone 

calls. Be prepared to ensure the efficiency of the office when other staff are out. 

2. Ensure office supplies are sufficient and equipment is functioning. 

3. Be observant and proactive to suggest ways of improving the administration and communications 

in the church.   

4. Ensure visual team complete online returns for CCLI Report. 

 

Person Description 

1. Good office and administrative skills and experience. 

2. Good working knowledge of all elements of MS Office (particularly Word, PowerPoint, Excel and 

Publisher). 

3. Experience with on-line software and applications, for administrative support. 

4. Previous success in working as a member of a team and in a professional environment. 

5. Good interpersonal skills including verbal communication and an understanding of appropriate 

confidentiality. 
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6. Good organisational skills and timekeeping. 

7. Honest and diligent. 

8. Have an understanding and be sympathetic to the Christian ethos of the Church. 

 

Terms and conditions 

1. Permanent part-time, employed by Kea Church PCC. 

2. Based and mainly working in Kea Church Office. 

3. Full terms and conditions are as per the Church Staff Handbook terms and conditions.  

4. 15 hours per week paid at £10 per hour (£7800 gross pa). Preferred hours 9.30-12.30 Mon-Fri. 

Hours will be set in consultation with St Kea Strategic Operations Manager, Vicar & PCC HR Lead. 

5. Leave based on 20 days pro rata plus Bank Holidays. 

 

 


