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Parish Administrator and Finance Co-ordinator 
 
Main roles: 

To staff the new parish office, 5 mornings a week, acting as the initial focal point for all 
enquiries to the parish. 

To provide support to the honorary treasurer in managing the day to day finances of 
the parish and the preparation of accounts. 

To coordinate rotas and the parish diary and to prepare news sheets and orders of 
service. 

To provide some secretarial assistance to the vicar and other church officers. 

How to apply: 

Please send a CV and letter of application to The Revd. Jamie Taylor, The Vicarage, Thames 
St, Sonning, RG4 6UR or revjaft@yahoo.co.uk  

Deadline for applications 18th December 2016 

Interviews will be in the New Year  

 

 

 

 

Job Description  

 
Job Title: Parish Administrator and Finance Co-ordinator 
Reporting to: The Vicar of Sonning  
Location: Parish Office, St Andrew’s Churchyard, Sonning 
Working Hours:  20 hours per week (full-time equivalent 40 hours per week). Occasional 
weekend and evening work will also be necessary. Time off in lieu will be given. 
Working Days:  The core hours of the parish office are 9:00am–1:00pm, Monday–Friday.   
Salary:  £12 500 
Annual Leave:  20 days (pro rata) 
Contract Period:  The initial contract period is for a 6 month trial period. 

An Enhanced Disclosure from the Criminal Records Bureau will be required for the post-
holder. 

There is a genuine occupational requirement for the post holder to be a committed Christian.  
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Background to the appointment 

There have been many changes in our parish during the present incumbency and we have 
been working towards the creation of this post along with the provision of the new parish 
office for some years. The PCC believes that, in order to implement its plans, and to operate 
in a professional and modern way, the clergy, church community and parish need both this 
new post and parish office. We are therefore seeking to appoint a Parish Administrator and 
Finance Co-ordinator.  

 

Overall Objective 

 
With the launch of a new 20/20 mission action plan, we are looking for someone who has 
experience, versatility and flexibility to adapt to the changing needs of the church and parish. 
The Parish Administrator will fulfil a vital role in the life of St Andrew’s, Sonning, helping to 
ensure the smooth running of the parish church and releasing clergy and laity alike for the 
primary vocation of the church. 
 

Key Objectives 

 

To enable the smooth running of the church, parish office and the church diary 

 

Church presentation, promotion and marketing 

 

To implement and maintain systems and processes that will ensure that all promotional 
materials including the website and social media are up to date and of a high quality. 

 

Financial and charity management 

 

To implement and maintain systems and processes to ensure that the PCC’s financial, 
stewardship and other legal obligations are met. We administer our finances using two 
programs from Data Developments – Finance Co-ordinator (for accounting) and Donations 
Co-ordinator (for Donations records, including calculation of Gift Aid claims). Training can 
be given for this if needed. MS Excel is also used for creating various financial reports. 

 

Key Responsibilities 

Administration 

The Parish Administrator will implement and maintain systems and processes that will enable 
the smooth running of the church, parish office and the Vicar’s diary. 

This objective will be met by the following tasks: 

Staffing the parish office at agreed hours (Monday-Friday, 9am-1pm). 
Being the first point of contact for routine parish enquiries, press and media enquiries, 

and responding to visitors. 
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Receiving/handling telephone enquiries and messages, post, emails and other 
communications etc (consulting as necessary) 

Providing the clergy with paperwork for meetings etc. 
Managing the church calendar and co-ordinating these commitments with the Church’s 

diary. 
Taking responsibility for the publication of worship-related materials in consultation with 

others – orders of service, monthly lectionaries, etc. 
Preparing, updating and publishing service rotas of clergy and others in consultation with 

the Vicar, making amendments and revisions to cover as necessary. 
Gathering and producing the weekly notices as required for noticeboards, news 
sheets, website, social media etc, taking responsibility for the presentation and updating 

of all noticeboards inside and outside the church. Co-ordinating and producing the 
parish’s Annual Report. 

Arranging and co-ordinating meetings for the clergy, PCC and planning groups, 
producing agendas and taking minutes when necessary. 

Maintaining the online database of address records and co-ordinating other clerical work 
for paper and electronic mailings, as required. 

Co-ordinating the updating and maintenance of IT systems to ensure the efficient running 
of the church and parish office. 

Overseeing the maintenance of office equipment (photocopier, computers, telephone 
system), and ordering general office supplies e.g. paper, stamps, printer consumables. 

To make parish returns to the Registrar in accordance with the reporting requirements for 
marriages or to ensure a delegated person does this. 

To maintain a proper electronic and paper filing system. To identify items that can be 
destroyed after some years and those to be kept in perpetuity in consultation with the 
churchwardens and the Berkshire Record Office. 

Keeping track of staff leave, sickness and time off in lieu sheets 

Church presentation, promotion and marketing 

The Parish Administrator will implement and maintain systems and processes that will ensure 
that all promotional materials including the website are up to date and of a high quality 

This objective will be met by the following tasks: 

To maintain the church website and other social media generally, updating them weekly 
or to ensure that this is successfully delegated.  

To make a regular check of the church to ensure there are adequate stocks of the 
promotional literature and tracts, maintaining the presentation of the entrance area to a 
high standard. 

To arrange for the production of external posters, banners and promotional leaflets to 
promote regular worship, major Feast Days and special activities. 

To arrange for the production of a weekly schedule of events for the church entrance. 

  

Financial and charity management 

The Parish Administrator will implement and maintain systems and processes to ensure that 
the PCC’s financial, stewardship and other legal obligations are met. 

This objective will be met by the following tasks: 
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Income - accounting for income received from all sources, including the banking of 
church collections, in partnership with the voluntary “banker team”. 

Purchasing – working within agreed procedures, to take responsibility for purchasing on 
behalf of the church including: sacristy supplies; supplies for post-service 
refreshments and functions, cleaning materials and supplies; energy and other utilities, 
ensuring at all times that the church gets the best value for money. Some of these 
items are arranged by others, but the administrator will be responsible for 
reimbursements.  

Payments to Staff and Inland Revenue and other applicable organisations/bodies. 
Payments – working with the Treasurer and within agreed financial guidelines, to arrange 

for standing orders, direct debits and payments for goods and services properly 
received by the church in pursuance of its objectives. 

Accounting – working with the Treasurer (using the appropriate accounting systems) to 
ensure all receipts and payments and other transactions are logged and allocated to 
appropriate budget headings, producing income and expenditure reports for the PCC. 

Budgeting – working with the Treasurer and guided by the Vicar, preparing budget 
materials for the PCC and reports as necessary to ensure the proper oversight of the 
financial position of St Andrew’s. 

Associated Financial Administration – maintaining appropriate records of purchases, 
deliveries and payments as required under Financial Regulations, enabling the annual 
Audit to be carried out efficiently. Assisting the Treasurer and Auditor in the process 
of preparing the Annual Accounts. 

 
Safeguarding 
The Parish Administrator will implement and maintain systems and processes to ensure that 
the PCC’s safeguarding policies are met. 
 
This objective will be met by the following tasks: 
 
To be familiar with the PCC Safeguarding policies and Diocese guidance. 
To be the appointed person to act as Verifier to check identities for CRB Disclosures.  
To be the designated Recruiter. Ensure safer recruitment processes are completed for all those 
working (in a paid or voluntary position) with children or vulnerable adults. This includes 
providing CRB check application forms, the appropriate Volunteer Agreements and Diocese 
Good Practice Guide, and where required obtaining references. 
To keep records for all those (in paid or voluntary positions) working with children or 
vulnerable adults to include: CRB disclosure information, signed Volunteer Agreements and 
dates of Safeguarding training. To keep attendance records for clubs and groups that include 
children or vulnerable adults. To keep records for pastoral encounters (by ministry team or 
the pastoral visitor group). 
Support the Safeguarding Officer in the preparation of any required Safeguarding reports to 
the Diocese or PCC. 
Ensure there is appropriate insurance cover for all activities involving children or vulnerable 
adults undertaken in the name of the parish. 

 

This is not an exhaustive list and other duties may be required from time to time that are 
commensurate with the responsibilities of the post of Parish Administrator. Some flexibility 
in working hours is required e.g. in relation to attendance at occasional evening meetings and 
the Annual Parochial Church Meeting, for which time off in lieu will be given. 
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Person Specification 

 
Essential 

Understanding of and commitment to the continued development of management and use 
of St Andrew’s Church and its other buildings 

Thrives on the challenges of managing a dynamic environment  
Ability to address potentially difficult issues or handle personal information with 

sensitivity and discretion; 
Attitude 

Confident, positive, enthusiastic, purposeful  
Honest and reliable  
Diplomatic and able to maintain confidentiality 
Willing to learn 
Able to adapt in a changing environment 
Motivated, energetic and hard-working 
Self starter and able to work for periods without supervision 
Sympathetic to the aims of the wider church and specifically to the aims of the 20/20 

Vision Mission Action Plan 
 
 
Knowledge and skills 

Highly organised with the ability to take ownership of, and responsibility for the work 
Confident with IT systems including word processing, spreadsheets, email management, 

Website content management, databases and book-keeping (training on specific 
accounting and other systems will be provided, if appropriate) 

Able to communicate well, verbally and in writing 
Able to relate to a wide range of people and situations 
Has experience of working with volunteers 
Able to work collaboratively in a small staff team and to support and motivate colleagues 

 
Desirable 

Ability to monitor and evaluate projects 
Understanding of and commitment to the continued development of parish and church life 

within the wider community 
Knowledge of the parish and wider Church of England 

 
 


