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JOB DESCRIPTION 
 
 
Post:   Church Administrator (Maternity Cover) 

 
Purpose:          To provide consistent and quality administrative support to the church, ministry 

and support teams working as directed and alongside the Operations Manager.  
 

 
Aims:             1. To be the first point of contact in the church office for emails, phone calls and 

visitors  
2. To oversee the administration of church services, events and regular 
communication with church family 

 3. To co-ordinate the administration of occasional offices (baptisms, wedding, 
funerals and burials) 

 4. To be a valuable part of the Operations Team and to contribute to the work of 
the Church and its mission 

 
Accountable to: Operations Manager 

Key Working  
Relationship:  Operations Manager, Bookings Administrator, Operations Team Members, 

Ministry Team Members, Readers, Wardens and volunteers 
 
 
Responsibilities:  
 

1. To be the first point of contact in the church office for emails, phone calls and visitors  
 

 Ensure the production of the weekly service sheets and notices to keep the church family up to 
date with all relevant information.  

 To produce the monthly ‘From the Vicar’ newssheet on partnership with the Vicar. 

 To cover for the bookings administrator during holidays. 

 Be observant and proactive working alongside the Operations Manager to suggest ways of 
improving the administration of communications in the church. 

 Producing documents and letters as required, as directed by the Operations Manager or Vicar. 

 Ordering and monitoring office supplies. 
 

2. To oversee the administration of church services, events and regular communication with church 
family 
 

 To produce and distribute the weekly service sheets, in partnership with the Clergy. 

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

 In partnership with the Operations Manager, Bookings Administrator maintain and administer the 
church calendar / diary including events. 
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 Producing and distributing intercessor, reader and welcome rotas.  

 Supporting APCM planning and paperwork. 

 To support the Vicar in creating quarterly service plans 
 

3. To co-ordinate the administration of occasional offices (baptisms, wedding, funerals and burials) 
 

 To be the first point of contact for baptism, wedding, funerals and burials 

 To co-ordinate with external partners in organising the occasional offices. 

 To oversee the resourcing of the service with clergy, verger, sound and visual operators and any 
other requirements.  

 Make appointments and arrange marriage preparation attendance.  

 To ensure the accurate invoicing for the event according to church and diocesan fees. 
 

4. To be a valuable part of the Operations Team and to contribute to the work of the Church and it 
mission. 
 

 To join the staff team for prayers once a week 

 To undertake any reasonable duties as required to ensure the smooth running of the 
organisation.  

 
 

  


