
 

Administrative Assistant 

 

 

Role Description 

Background 

As a large and growing parish, we are seeking to appoint an enthusiastic and dedicated Administrative Assistant to 

be responsible for the Crofton Parish front office and provide administrative support to the Parish Manager and 

other members of the staff team. 

Summary of Role 

As Administrative Assistant, you will: 

1. Be the first point of contact for all telephone calls and visitors to the Crofton Parish front office, dealing with 

all routine general enquiries. 

 

2. Handle general admin tasks such as photocopying, ordering supplies, selling event tickets etc. 

 

3. Deal with funeral bookings, including arranging for a minister, verger and organist to attend services and 

raising an invoice for the funeral fees.  

 

4. Be responsible for all Crofton Parish centre bookings from first enquiry to booking, invoicing and payments, 

including preparation and management of the centre diary on ChurchSuite. 

 

5. Oversee the running of the Crofton Parish centre including weekly replenishment of kitchen supplies etc. 

 

6. Provide cover in the Parish Manager’s absence, including preparation of the Welcome Sheet. 

 

7. Assist staff team members with administrative tasks as required. 

 

8. Assist the Parish Manager with maintenance of the Congregational database on ChurchSuite. 

 

9. Carry out any other tasks as directed by the Parish Manager. 

 

Employment Contract 
 
As first point of contact for the Parish and representative of the vicar there is an Occupational Requirement 
that the person be a committed Christian with an active faith and sympathetic to the vision of the parish. 
 
Job type:  Part-time position; subject to a probation period of 6 months and   
   satisfactory DBS 
Starting Salary: £17,316 full time (£5,904 pro rata) 
Hours:   15 hours per week, term time only (39 weeks) 
Holiday:  25 days annual leave per year plus statutory holidays (pro rata) 
Responsible to: Crofton PCC 
Line managed by: Parish Manager 
 
 
 



 
 

Experience Essential 

 Computer work - communications 

 
Computer work - admin 

 
Reception work 

 Desirable 

 Website - updating 

 Handling basic invoicing and finance 

Skills and Abilities Essential 

 
Excellent personal and phone and communication skills 

 
Able to work flexibly and manage a variable workload 

 
Good written communication skills 

 
Desirable 

 
Able to take initiative under guidance from line manager 

Personal Qualities  Essential 

 
Availability to work Monday to Friday mornings 

 Enjoy collaborative working as a member of a small team 

 Resilient and an ability to work under pressure   

 Desirable 

 Willing to be a member of Crofton Parish 

 

 

 


