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JOB OPPORTUNITY

Parish Administrator - St Mary Magdalene’s Church, Clitheroe
Hours: 12 per week. The average number of hours of work will normally be 48 in each four-week period (potential of overtime at the end of each month)        Salary: £13 per hour
St Mary Magdalene’s Clitheroe Parish Church works in partnership with the Clitheroe Church Partnership and St Mary’s Centre to support and connect with our local community. We are a part of a four parish benefice also covering Chatburn, Downham and Low Moor.
We are seeking a welcoming, proactive, adaptable and highly organised individual. The successful candidate will need to demonstrate proficient communication, organisational, and IT skills, and possess a positive, proactive and solution-led approach to work, with the ability to be a calm, caring and effective welcomer to the parishioners and visitors to the parish office.  Experience of working in an administrative position is desirable. 
Administration Duties:
· Provide efficient and accurate administrative support.
· Maintain and update parish records by developing and utilising spreadsheets and databases containing confidential and sensitive information. 
· Maintain the electoral roll.
· Update areas of the website.
· Deal with emails, telephone calls and post ensuring information is brought to the attention of the relevant person.  
· Communicate with the Vicar, Churchwardens, Treasurer or the PCC to determine how some specific issues should be dealt with.
· A range of photocopying tasks.
· Produce weekly notice sheet, posters.
· Assist in arrangement of funerals, weddings, baptisms, liaising with funeral directors, clergy, musicians.
· Take minutes of meetings as and when required.
· Maintain provision of stationery and office supplies.
· Organise and maintain electronic and paper filing systems including updating and maintenance of databases and spreadsheets.
· Maintain parish petty cash records.
· Publication and distribution of monthly parish magazine, service sheets, rotas etc
· Maintain liaison with the Hall Management Team.

The role is open on a permanent contract basis.   
How to apply    
If you wish to be considered for the post and want to view the full role description and person specification with an application form, please email admin@stmaryclitheroe.com and we will forward the documents to you. 
Closing date for applications:  22/11/2024     -    Interview date by arrangement.
For an informal chat about the post please contact Katie Capstick, Parish Administrator on 01200 422828 between 10 am - 3pm Mondays or Thursdays.
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