
 
 

Church Administrator - Job Description 
 
Want to help a great church family be fruitful for Jesus?  
 
We’re looking for an Administrator to ensure the smooth running of the day-to-day life of the 
church and to support the Senior Leadership Team with excellent administration and event 
organisation.   
 
We’re a church community of around 160 adults and 80 youth and children in the South Bucks 
area, a fresh expression in the Church of England. After ten years of growth as part of a 
pioneering church plant, we’ve recently been birthed into charitable independence as Latimer 
Church.  It’s an inflexion moment for us.  We want to root ourselves more deeply as a 
worshipping, praying people of God, and bear fruit more abundantly in our everyday lives as 
well as through our mission outreach together. 
 
This post is a vital role in our team. Working closely with the Operations Director, you’ll help 
the team and church family offer their best in serving one another and God’s mission. This is a 
developing role which will require a flexible approach as you assist in implementing the vision 
and enabling new ministries. It also means that there’s lots of potential for you to deploy and 
develop your skills and experience.  
 
Key responsibilities 
 
Reporting to the Operations Director, your responsibilities will encompass the following main 
areas:   
 

Ø Sunday Services: producing service slides & notices; maintaining service plans & rotas; 
supporting the Operations Director in executing Sunday logistics  
 

Ø Events: co-ordinating church events (Prayer, Christmas, Easter, Mission, Festivals etc.); 
including publicity, ordering supplies, liaising with venues, team leaders as appropriate 

 

Ø IT & Communications: working in conjunction with our Communications Lead to deliver 
the church’s communication strategy (through our website, social media channels, e-
newsletter etc.); production of graphics as appropriate; updating the church calendar & 
database using ChurchSuite (including ensuring compliance with data protection 
legislation) 

 

Ø General Administration: managing queries & correspondence by phone, email & post; 
ordering of supplies (office, hospitality, services, etc.), providing administrative support 
to Senior Leadership Team (notes from Team Meetings, filing etc.) 
 

Ø Health & Safety: supporting the Operations Director as necessary with health and 
safety requirements, risk assessments, first aid, fire procedures and food hygiene 

 

Ø Children & Youth activities: providing administrative support to the Emerging 
Generations Pastor as agreed  



 
 
In addition to these responsibilities, it is expected that the Administrator will: 

• Be a member of the Latimer Church staff team and attend weekly staff meetings 
• Provide Sunday/event operations support from time to time 
• Regularly attend worship 

 
We are looking for someone who has: 

• The gift of administration 
• Excellent organisational and communication skills 
• Strong attention to detail 
• Excellent IT skills 
• A warm, friendly, and welcoming personality  

And who is: 
• Flexible and adaptable 
• Able to work under pressure  
• Able to take initiative 
• Open to training and learning new skills 
• Respectful of appropriate confidentiality and professionalism 
 

Christian Faith 
You’ll be motivated by the opportunity to help the church mature and be fruitful as we look to 
the future. Hence you will be a committed and prayerful Christian. The post is subject to an 
Occupational Requirement that the post holder is a committed Christian under Part 1 of 
Schedule 9 to the Equality Act 2010, and you will be required to sign the church’s Basis of Faith.   
 
What We Offer 
This is a permanent post for 30 hours per week, with flexible working from home and/or our 
church office.  Cover is required Monday through Friday with some Sunday working as 
required.  Tuesdays 10.30am-3.30pm are essential, and regular hours Monday to Friday within 
normal office hours will be agreed. The annual salary is £18,720 per annum, and there is a 
contributory pension scheme.  The pro-rata holiday entitlement will be 19 days paid annual 
leave plus 6 statutory holidays. 
 
How to Apply 
Your application should comprise: 

• A covering letter of no more than one A4 page outlining your motivation and relevant 
experience for the role. Please include reference to your Christian faith and motivation 
in applying 

• A full CV, including responsibilities held and relevant achievements 
• Full contact details 
• Details of three referees − personal, professional, and your church leader. References 

will only be sought if you are successful 
 
To apply, email the above to judith.stobart@latimerchurch.org.  The deadline for applications 
is 9am on Monday 5th July 2021, with interviews taking place week commencing 12th July. 
Thank you for your interest in this role. If you have any questions, please don’t hesitate to get 
in touch via judith.stobart@latimerchurch.org. 


