St. Swithun’s Church (medium size parish)

Diocese of New Westminster, Anglican Church of Canada

Position Description
Position Title: 
Parish Administrator / Office Administrator
Date approved by Trustees:


Date revised by Trustees:


SUMMARY OF POSITION

The Office Administrator (OA) works interactively as part of the team of clergy, staff, trustees, parishioners and community agency partners to serve both the church and the neighborhood.  The OA is responsible for organizing and managing a welcoming, efficient office environment that is the centre for information, communications, and programme co-ordination for the parish.

RESPONSIBILITIES/TASKS
The Office Administrator:

· Ensures that prompt, courteous and helpful service is extended to both internal and external requests and enquiries.
· Institutes and maintains the administrative systems of the parish, and ensures the efficient management and storage of parish records, including payroll, banking, and parish and committee lists and minutes.
· Maintains the parish communications centre, and ensures that information is disseminated in an effective and timely manner by telephone, mail, fax, and e-mail.
· Creates weekly bulletins, circulars, and parish documents and publications electronic and paper formats, as required.
· Coordinates the booking of the church and meeting rooms and ensures the efficient use of church buildings.
· Participates in the enhancement of parish programmes by ensuring that the potential of software and other technologies available to the church are fully exploited.
· Maintains a knowledge of new software and other technologies, and participates in courses and seminars to upgrade skills as necessary.
QUALIFICATIONS AND SKILLS

· A minimum of two years of business or technical education beyond Grade 12

· A minimum of five years of experience with records management and electronic communications

· Excellent interpersonal and verbal/written communications skills

· Extensive knowledge of Windows-based software (MS Office and Microsoft Access), with strong word processing, relational database, and desktop publishing skills

· Efficient time management skills, a high level of flexibility, efficiency, productivity and accuracy, and the ability to maintain confidential information

· Demonstrated service orientation, and the ability and enthusiasm to work independently and with a diverse team of clergy, staff and parishioners
· Submission of a current Police Record Check with Vulnerable Sector Check obtained within the last 12 months.

REPORTING
The Office Administrator reports on a day-to-day basis to the Incumbent.  The Incumbent and one of the Wardens are jointly responsible for the overall supervision and annual review of the OA.

Sample only: Important

This position description was provided by a parish and is offered as a sample only. Please check it against the Generic Template provided in the Introduction section to make sure that all points are covered as they might apply in your own parish.

You are encouraged to alter the position description to fit the characteristics of your parish. Parishes differ in size, urban/rural location, range of programs, vision of parish/diocese, finances, ethnic groupings and other factors.

If this is a paid position, please consult the Guide to Becoming a Living Wage Employer, http://www.livingwageforfamilies.ca/become_a_living_wage_employer which has been recommended by Diocesan Council for guiding levels of remuneration in the diocese.

Essential

Most parish employees and many volunteer leaders fall into the High-Risk Ministry category as defined by the diocesan Screening in Faith Policy. This includes providing a Police Record Check with Vulnerable Sector Check. This needs to be clearly stated in the position description.
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