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Job Description

Job Title:		Administrator  (Support Team)


Reports to: 		Office Manager with strong links to the Director of Property 


[bookmark: _Hlk494701420]Main purpose and scope of role: 

To work as part of the Curia Support team with a focus on supporting the Property Director. Main areas of work are Insurance and Health and Safety and generic administrative work for the Curia.  

Key relationships: 

· Parish Priests and parish fabric committees
· Members of the Archdiocese Curia
· Insurance company

Key responsibilities: (1: Property)

Insurance claims and renewals
· Input to annual renewal and review 
· Handle insurance claims 
· Maintain insurance records
· Ensure parishes follow insurance procedures

Health & Safety
· Monitor compliance records for parishes 
· Arrange H&S training for Curia staff 
· Ensure H&S compliance and maintain records for the Gillis Centre 

Listed Places of Worship Grant Scheme (Topmark)
(20% grants for invoices for maintenance and repairs on listed churches)
· Remind parish priests to submit invoices and check that work meets criteria 
· Prepare documentation for submission

Gillis Building
· Assist with contractors for maintenance and repairs and any other tasks as requested by the Director of Property 





Key Responsibilities (2: Support Team) 

Working with Office Manager and Support Team as required 

· Assist with preparation for and clear up after events 
· For Gillis Office, answer phone calls and front door and general administrative tasks
· Support Vicars Episcopal   
· Manage contracts and invoices for office equipment 


Experience:

· Good proficiency in Microsoft Office, especially Excel  
· Administrative experience 
· Experience /qualification in Health and Safety would be helpful 

Skills & Ability:

· Strong communication skills, both spoken and written
· Organisational and accurate record-keeping skills 
· Strong team player and able to work on own initiative 
· Helpful, friendly, proactive, and flexible
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