Church Administrator Job Description

The Employee will carry out the whole duties pertaining to the post of Church Administrator which shall include:-
1. Co-ordinating and ensuring successful delivery of the administrative activities of the Church Office in support of the Ministry Team, Kirk Session and congregation
1. Supervising and allocating tasks to the Administrative Assistant to assist in items 3 – 10 below
1. Acting as the primary point of contact for enquiries received by mail, in person, by telephone and electronically at the Church Office providing high level of confidentiality and directing to other Church employees or volunteers where appropriate.
1. Organising and maintaining the church calendar including coordinating the scheduling for baptisms, weddings and funerals and preparing relevant paperwork
1. Keeping accurate membership records (new members, baptisms, weddings, deaths etc.)
1. Providing administrative support to Church activities including weekly Church services, Kirk Session, Swing Café, Monthly Seniors Tea, Monthly Messy Church and twice yearly Church Contacts visits
1. Ordering and maintaining office supplies, equipment and church stationery
1. Maintaining office systems including routine filing of paperwork and computer-based filing system and maintaining the various Church databases and statutory records ensuring GDPR compliance
1. Assisting in managing the lettings of Church Halls and Rooms at Colinton, Juniper Green and Dreghorn Loan Hall, including the issuing of invoices.
1. Support engagement with congregation, parishioners and those outside of the parish in collaboration with the Communication Group.



