Benefice Administrator & Personal Assistant to Vicar
St James and St Anne, Bermondsey

Position Overview
Job Title: Parish Administrator for the United Benefice of St James and St Anne, and PA to the Vicar
Hours: 21 hours per week (typically Mon–Fri, 9am–2pm)
Location: St James Church Office, Bermondsey
Salary: £28,000 pro rata
Benefits: Statutory pension provision, 25 days annual leave (pro rata)
Probationary Period: Three months

About the Benefice
The United Benefice of St James and St Anne in Bermondsey comprises two churches with different styles and worship spaces but a unified vision to become a people:
· Rooted in Christ
· Growing in Love
· Going to our neighbours in Bermondsey with the good news of the kingdom

The Role
We are seeking a well-organised and diplomatic individual with excellent written and verbal communication skills, someone who can quickly prioritise and who has considerable initiative to ensure the church's activities run smoothly.
The Parish Administrator is often the first point of contact for visitors and enquirers. Working primarily with the Vicar, clergy colleagues and Churchwardens, you will provide administrative support, prepare materials for services and church events, manage the church diary and rentals across both church buildings, and handle internal and external communications.
The post-holder will be required to demonstrate an understanding of and sympathy with the aims, ethos and practice of the Church of England.

Key Responsibilities
Managing the Church Office
· Act as reception point for visitors, answering telephone and email queries professionally
· Order office and church supplies including equipment; maintain office equipment and renew contracts
· Keep accurate records of annual services required by law 
· Maintain bookkeeping using QuickBooks accounting system, updating bank entries monthly.
· Prepare invoices and chase any late payments
· Facilitate visits from engineers, architects, and other professionals
· Support clergy team with preparing the church building for special weekday services
· Maintain parish records, registers and data in line with GDPR policy
· Assist Churchwardens with statutory paperwork including faculty applications
· Handle personal information confidentially and securely
Church and Hall Hire Management
· Arrange viewings, bookings, and payments of deposits and fees
· Provide contracts, receive deposits, and check safeguarding policies where necessary
· Provide keys to clients or ensure venues are opened and secured
Communications
· Produce a monthly newsletter covering both churches
· Update 'A Church Near You' website monthly
· Keep church website up to date
· Create and maintain church member database 
· Create flyers for church events when requested
Personal Assistant Duties
· Support and assist Vicar and Associate through regular communication, proactive diary management, and meeting support
· Provide administrative support for church weddings, baptisms, and funerals
General Responsibilities
· Keep up to date with Safeguarding and Administration training
· Comply with GDPR and Diocese data protection policies
· Comply with Health and Safety policy
· Comply with Equal Opportunities policy and code of conduct



Working Arrangements
· At least 75% of hours will be undertaken in the parish office at St James during usual office hours
· Flexible and hybrid working available around caring responsibilities (such as school holidays) subject to negotiation
· Occasional local travel and evening work may be required
· Time off in lieu for overtime
· Some periods of working alone will be required

Support and Development
· Regular supervision and annual appraisal
· Professional development opportunities
· Subscription to a relevant professional body by agreement
· Office accommodation at St James Church
· Comprehensive training and induction programme

Person Specification
Essential Skills and Experience
· High level organisational, administrative and IT skills (word processing, spreadsheets, databases)
· Excellent written and verbal communication
· Basic bookkeeping skills 
· Strong interpersonal skills
· At least one year's office experience in an administrative role 
· Ability to work independently and complete tasks reliably and on time
· Ability to work as part of a team and show initiative
· Flexibility to manage the distractions of a busy building
Desirable: Experience with ChurchSuite
Personal Qualities
· Ideally a Christian and church member
· Honest and reliable
· Self-motivated
· Strong understanding of and respect for confidentiality


Accountability and Key Relationships
Reports to: The Vicar
Works closely with:
· Incumbent and clergy
· Church Wardens
· PCC members
· Church members
· Archdeacon and diocesan staff
· Regular hall hirers

This role profile will develop in light of changing needs, the skillset of the clergy and wardens, and the individual role holder's skills and interests. The role will be reviewed at least annually as part of an appraisal process.
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