St. Swithun’s Church (large parish)

Diocese of New Westminster, Anglican Church of Canada

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


Date revised by Trustees:


Overview: 

Under the direction of the Incumbent, the Parish Administrator oversees the administration of the church office; supervises the Parish Secretary, and performs the accounting functions of the parish.

Objective: 

To contribute to fulfilling of the Mission of the Parish: “………………………………………………………………………………………" by providing an efficient and effective office environment and timely, accurate accounting functions.

Accountability: 

The Parish Administrator is administratively responsible to the Incumbent and indirectly to Parish Council.

Nature and Scope
1. Administration: The Parish Administrator ensures the parish database, Vestry book and statistics are maintained in a timely manner; maintains the Parish Roll, the financial files and an office procedures manual.

2. Accounting: The Parish Administrator maintains the list of registered donors and performs the necessary accounting functions related to monies received and expended.

3. Essential Knowledge and Skills/Requirements
A. High level of organizational skills.

B. Demonstrated bookkeeping skills.

C. Computer skills relevant to church office activities.

D. Ability to work collaboratively on a team.

E. Ability to provide direction and supervision to employees and volunteers.

F. Demonstrated ability to communicate with the public in a welcoming, tactful and helpful manner.

G. Understanding of the policy of confidentiality and the ability to adhere to it.
H. Submission of a current Police Record Check with Vulnerable Sector Check obtained within the last 12 months.

Specific Responsibilities and Tasks:

1. Direct and supervise the Parish Secretary and Volunteers.

2. Record weekly donations; maintain Sunday School envelopes, registered donors lists and pledge schedules; provide regular statements; and send out tax receipts by February 28.

3. Prepare weekly sundry cash reports for counters; weekly and monthly preauthorized contributions; and set up preauthorized withdrawals for the following month.

4. Prepare Booking Schedule book.

5. Maintain the financial records; maintain the petty cash; write cheques for invoices after authorization; provide expense reports to committee chairs; and complete year end report in collaboration with treasurer and auditor.

6. Complete month end reconciliation.

7. Maintain the Parish Roll.

8. Maintain Vestry book and statistics and submit necessary reports to Synod office.

9. Purchase office supplies.

10. Maintain an up-to-date office procedures manual.

11. Submit files to the Diocesan Archives.

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 search. This needs to be clearly stated in the position description.
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