Job Description

Job Title: 

Parish Administrator / Secretary
Hours of Work:
[x] hours per week
Reporting to:

The Vicar of [parish]
Normal Place of Work:
The Vicarage of [parish]
Job Profile:
To provide administrative and secretarial support to the parish of [parish name]
Main Duties:

· To organise and maintain computerised and other records and filing systems
· To answer the telephone (and take messages where necessary) in a friendly and efficient manner

· To welcome personal callers to the office, providing friendly assistance as required

· To word-process letters, memoranda and reports etc for the Vicar and PCC
· To photocopy service leaflets, reports etc for the Vicar and PCC

· To organise the mail (incoming and outgoing) and respond as necessary

· To manage diary appointments, including arranging meetings

· To undertake general office duties, filing etc

· To maintain the office space in a tidy and organised fashion

· To undertake all duties in an efficient and effective manner

· To undertake other duties commensurate with those of a secretary or administrative assistant

Such other duties and tasks as the management may from time to time require 

This Job Description does not form part of your Contract of Employment. 

Dated:







