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Jordanhill Parish Church
28 Woodend Drive
Glasgow G13 1QT

CHURCH ADMINISTRATOR
POST PROFILE AND PERSON SPECIFICATION

Jordanhill Parish Church is a Church of Scotland congregation in a residential area of Glasgow.  The church is, under normal circumstances, the focal point for various community activities.  As well as providing worship experiences during the week and weekend our church is a hub of activity and is used by a range of organisations every day of the week and most evenings. 
We are looking for a committed, friendly, people-person to come and join our team.  The purpose of the role is to support the smooth administration of the church and to be a welcoming and friendly face to all who visit and use the church.  The successful candidate will ensure good communication between the congregation of the church, the staff and those who use our buildings.  
The role will include clerical and administrative functions, communicating on a day-to-day basis in person on the telephone with a range of people, including the Minister, church members and office bearers, and members of the community. It will also involve supporting Committee Conveners operating within agreed procedures to deal with matters concerning property maintenance and the letting of Church Halls to a range of users.
This position requires a professional and organised attitude, excellent interpersonal skills and an ability to work in an ever-changing environment, where multi-tasking, sound decision making, self-motivation and discretion are essential. 
The post requires 24 hours per week during school term time, with a reduced commitment of 16 hours per week during school holidays.  The number of days per week and hours per day are negotiable.    
Salary: £14000.
 Remuneration will be reviewed annually in January.
If you wish to apply for this post please send your CV with a covering letter in which you explain why you wish your application to be considered, and the names and contact details of two referees whom we shall contact if you are shortlisted.
Closing date for applications:     31st December 2022.
 ROLE OF THE CHURCH ADMINISTRATOR
The responsibilities and duties of the Church Administrator are as follows:-
1. Administration
a) Supporting the work of the Minister, Session Clerk, Treasurer and other office bearers as required;
b) Printing Orders of Service and other materials for worship as required and assisting with the rotas for Worship, e.g. readers on Sundays and pianists for the Wednesday service;
c) Assisting with the maintenance of records and compilation of information for Elders’ pre-Communion visits; 
d) Organising the distribution of the monthly church magazine, Christmas and Easter cards;
e) Recording and filing the minutes of meetings in collaboration with the committee Conveners and all session Meetings for annual inspection by Presbytery.
f) Ordering supplies, e.g. office stationery, cleaning materials and toilet supplies;
g) Co-ordination of existing and new hall let contracts, day-to-day  administration of hall bookings, liasing with hall users and with office bearers, and maintaining the online calendar;
                h)       Preparation of cash floats for the Café;


2. Communication
a) Communicating on a day-to-day basis in person with a range of people, including the Minister, church members, and members of the community;
b) Receiving and forwarding material to the Editor of the monthly church magazine, assisting with its publication and the production of materials for outreach, e.g. the church Guide, Christmas and Easter Cards;
c) Liaising with the Church Officer;
d) Uploading material to the church’s website.  

3. Supporting the work of the Property Committee
a) Maintaining the Property Register (inventory);
b) Receiving,  recording and reporting  repairs that are required to the church buildings, grounds, and manse;
c) Liaising with contractors to undertake maintenance and repairs in consultation with members of the Property Committee;
d) Maintaining an accurate record of key holders; 
e) Overseeing regular safety checks of essential equipment,i e. Fire Alarms, Fire Extinguishers, Fire Doors, Defibrillator;
f) Arranging annual PAT Testing of electrical equipment;
g) Arranging annual electrical and gas safety checks and services in church and manse;
h) Arranging the 5 year inspection of fixed electrical wiring throughout the premises;
i) Liaising with designated member of Property committee to ensure the heating system programme is kept up to date with new or changes to hall bookings;
j) Liaising with contract cleaners.
 

4.	To carry out such other instructions relevant to the work of the Minister or Kirk Session as may be determined from time to time.



JORDANHILL PARISH CHURCH OF SCOTLAND
CHURCH ADMINISTRATOR
TERMS AND CONDITIONS

The detailed terms and conditions will be contained in the post-holder’s Contract of Employment.  
Key points include: 
· The post is based in the Church Office, Jordanhill Parish Church, Glasgow. 
· The post will be advertised as one post of 24 hours per week.  There will be a requirement to work 16 hours per week during school holidays.
· There are 123 hours annual paid leave in each full holiday year which runs from 1 January to 31 December.  
· The successful applicant will have the opportunity to join a pension scheme.
· In order to comply with the Asylum and Immigration Act 2006, the successful candidate will be asked to provide document(s) confirming their eligibility to work in the United Kingdom. (Reference: Home Office, 2019. An_employer_s_guide_to_right_to_work_checks_-_January_2019.pdf)
· The preferred candidate will require to undertake and complete a Basic Clearance check via Disclosure Scotland prior to commencing in post.
There will be a six-month probationary period with a three-month review point. An appraisal will take place to confirm completion of the probationary period and appraisals will take place annually thereafter. During the probationary period one week's notice of termination of employment will be required on either side; thereafter one month's notice on either side will be required.
Salary: £14000 .  Remuneration will be reviewed annually in January.
If you wish to apply for this post please send your CV with a covering letter in which you explain why you wish your application to be considered, and the names and contact details of two referees whom we shall contact if you are shortlisted.
Closing date for applications:   31st  December 2022
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