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Church of Scotland
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 and halls are one of the focal points for various community activities. As well as providing Christian worship during the week and weekend the church and halls are a hub of activity and used by a range of church and community 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 halls and to be a welcoming and friendly face to all who visit and use the church and halls. The successful candidate will ensure good communication between the church congregation, the staff, visitors, and community groups who use our buildings.

The role will include day to day office administration, communication with a wide range of people, including church members, 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, decision making, self-motivation and discretion are essential.

The post requires 16 hours per week during school term time, with a reduced commitment of 8 hours per week during school holidays. The number of days per week and hours per day are negotiable.
Salary: £9,955 per annum. (£24,617 pro rata)  

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. Email: jordanhillparishchurch@gmail.com or post:  Rev B Sinclair, Jordanhill Parish Church, 28 Woodend Drive, Glasgow, G13 1GD.
Closing date for applications:     Wednesday 17th September 2025, noon

