Job Description

Administrative Assistant
1. Assist with delivery of the administrative activities of the Church Office in support of the Ministry Team, Kirk Session and congregation
2. Deputise for the Church Secretary, supporting in person, telephone and email communications.
3. Support the preparation of Powerpoint presentations, email bulletins and Orders of Service for weekly Sunday services and deputise for the Church Secretary to carry out these functions when necessary.
4. Assist in managing the hall lets across Edinburgh Pentland Parish Church’s suite of buildings including managing letting enquiries and bookings, preparing invoices and contracts.
5. Contribute to general administration including filing, ordering supplies, producing presentations, reports, orders of service, posters, agendas, minutes.
6. Provide administrative support for the wider work of Edinburgh Pentlands Parish Church including the Office Bearers, Swing Café and Church groups.
7. Update the Church website and update social media on a regular basis
8. Liaise with volunteers to support the live streaming of services and any associated upload to YouTube or website.
9. Develop positive relationships with ministry team, fellow employees and volunteers.


