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JOB DESCRIPTION 

 

 
JOB TITLE:  Church Administrator  
 
EMPLOYER:   Sheffield Diocesan Board of Finance 
 
RESPONSIBLE TO: Mission Development Advisor – The Diocese of Sheffield 
 
REPORTING TO: Worship and Operations Director - St John the Evangelist, 

Goole 
 

 
35 hours per week (part-time options will be considered) 
 
MAIN PURPOSE OF THE ROLE 
 
The main purpose of the role is to support the clergy, lay ministers and staff team in the 
implementation of the vision of the Resourcing Church by: 
 

  Providing the administrative framework for church activities and programmes. 

  Working alongside the staff team to develop and implement administrative systems 
 to ensure that the church office is run efficiently and effectively, especially regarding 
  events. 

  Overseeing volunteers who offer their time to help with church administration. 

 
The church administrator will be a key member of the Goole Resourcing Church team whose 
aim is to grow and equip disciples to build new congregations and strengthen existing ones 
in the town and the surrounding areas over the next three years.   
 

KEY WORKING RELATIONSHIPS 
 
  Priest-in-charge of St John’s, Goole 

  Worship and Operations Director at St John’s Goole 

  Members of the Resourcing Church staff team 

  Church Wardens and PCC 

  St John’s congregation / volunteers 

  Local community partners (agencies and individuals) and other relevant networks 

  Relevant Diocesan staff  
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KEY PRIORITIES 
 
Two key priorities are vital in all areas of activity: 
 

  To enable the time and energy of the clergy and staff to be released for mission 
 activity by developing systems for or taking responsibility for routine administrative 
 tasks 

  To help to build the volunteer lay ministry capacity of the Resourcing Church 
 

MAIN DUTIES AND RESPONSIBILITIES 
 
A. Providing practical and administrative support for Resourcing Church activities and 

programmes 
 

  Provide central co-ordination of arrangements for life events (baptisms, weddings, 
funerals) 

 Oversee paperwork and registers for life events 

 Manage the use of church buildings including bookings and invoicing 

 Administration for Sunday services and church activities during the week 

 Provide administrative support for large projects including faculty applications, and 
build good relationships with maintenance contractors as required 

 Encourage and work with lay volunteers in their ministry 

 Providing admin support for DBS procedures for volunteers 

 Admin support for H&S team 
 
B. Developing communications  
 

 Update St John’s website and social media 

 Produce promotional materials for events 

 Produce weekly service sheets/booklets as required 
 

C. Financial support and fundraising 

 Keep financial records, carry out bank reconciliations and produce management 
reports for the PCC 

 Pay invoices and expenses  

 Assist with grant applications  

 Assist with stewardship campaigns 
 
D. General responsibilities as a member of the Resourcing Church staff team, 

including: 
 

  Attend staff meetings and other meetings as required 

  Attend and take part in team prayers and prayers in the staff team meeting, coach 
 volunteers to disciple new members and when needed discuss discipleship and 
 stewardship 

  Preparing for and participating in regular supervision 

  Undertaking safeguarding and other relevant training 
 

  



Page 3 of 7 

 

 
This role description provides a guide to the duties and responsibilities of the post and is not 
an exhaustive list.  The post holder may be asked to undertake any other relevant duties 
appropriate to the post.  The role description will be amended over time, in full consultation 
with the post holder, to meet the needs of the church.  

 
PERSON SPECIFICATION 
 

CRITERIA ESSENTIAL DESIRABLE 

Qualifications 
 

 GCSE level English and Maths 
or equivalent 

 Book keeping qualifications 

 Formal IT qualifications 

Experience 
 
 
 
 
 

 2 years’ experience of 
administration work, including 
working with IT 

 Experience of office financial 
procedures 

 Experience of producing 
communication and publicity 
materials 

 Experience of office diary 
management/ room booking 

 Experience of Disclosure and 
Baring Service (DBS) checks 

 Experience of Project 
management 

 Working within a faith 
context 

 Experience of working with 
volunteers 

 Experience of raising funds 

 Experience of supporting the 
review of financial strategies 
 

Knowledge 
 
 
 
 

 An understanding of how an 
office works to support a staff 
team 

 An understanding of the use of 
social media 
  

 A general understanding of 
the Church of England at 
parish level, including 
baptisms, weddings and 
funerals, and the civic role of 
the church (essential to have 
an aptitude to learn about 
these elements of church life 
if no prior knowledge) 
 

Technical and Applied Skills 
 
 
 

 Highly proficient IT Skills 
including use of Microsoft 
Office software 

 Minute taking 

 Development of and working 
with databases 

 Maintaining a website 

 Ability to quickly learn to use 
new software 
 

 Developing a website 

 Interpersonal skills to 
support the development 
and deepening of 
relationships in the mission 
partnership. 

Personal Attributes  A practicing Christian regularly 
worshipping in a church within 
the Church of England or a 
Christian denomination in 
communion with the Church of 
England 

 Confident when dealing with 
the public  
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 Well-developed verbal and 
written communication skills 

 Excellent and instinctive 
organisation skills and ability to 
manage own workload and 
prioritise 

 Ability to work on own 
initiative 

 Ability to maintain appropriate 
confidentiality 

 Good team player 

 Able and willing to work 
occasional weekends/evenings 
as required 

 Able to maintain boundaries at 
work, especially when 
encountering a range of people 
throughout the day 

 Teachable, able to accept 
feedback and change working 
practices as a result 

 
  



Page 5 of 7 

 

 

Terms and Conditions of Service 
 

 
Salary 

 
This is a full time (35 hours) salaried position at £18,066.88 as an 
employee of the Sheffield Diocesan Board of Finance 
 

 
Fixed Term 

 
The position is for a fixed term until 31.12.2024. 
 

 
Pension 

 
Church of England Pension Builder 2014 Scheme (Defined 
Contribution) 
 

 
Place of Work 

 
Based at St John the Evangelist, Goole 
 

 
Hours of Work 

 
This post is full time (35 hours per week).  Part-time options will 
be considered. The post will require a flexible approach to 
working hours.  It is anticipated that mostly this will be office 
hours but will include attendance at some evening and weekend 
meetings and events 
 

 
Working expenses 

 
Normal working costs reimbursed on expenses 
 

 
Holidays 

The full-time holiday entitlement is 25 days for the first 4 years. 
This post would have a pro-rata entitlement as a part time post. 
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Resourcing Churches in the Diocese of Sheffield 
Information Sheet 
 
What is a Resourcing Church?  

 
A Resourcing Church is a church which, working closely with the Diocesan Bishop, 
intentionally resources mission across a city, by planting and revitalising churches, 
developing leaders and providing other resources for mission. Its aim is to help evangelise a 
place and transform society.  In such churches there is a culture of ‘giving away’.  This means 
generously giving away people and money to reach out to rejuvenate churches and 
communities.  
 
To officially be a Resourcing Church the church must be designated as such by the Bishop 
and committed to give itself away in a published programme of church planting in 
collaboration with the Bishop’s senior staff.  It is not necessarily a big church, a rich church 
or an evangelical church.  It is simply a church which has planting in its DNA and which is 
ready to make a commitment in good faith to establish new congregations in places and at 
times which have been negotiated with the senior staff.  
 
At the moment we have 6 designated Resourcing Churches but the Diocese Strategy is to 
have 12 by 2025 – across all geographic areas of the diocese and all traditions.   

 
Why are we doing it?  

 
The Diocese of Sheffield is called to grow a sustainable network of Christ-like, lively and 
diverse Christian communities in every place which are effective in making disciples and in 
seeking to transform our society and God’s world.   
  
We long to see sustainable Christian communities in every place.  We long to see the Body 
of Christ grow in depth and in numbers.  We long to see every disciple and the whole Church 
better serving our local communities and wider society.  
 
Our vision is to see Churches grow in number and spiritual depth, with lives visibly 
transformed. Our vision and strategic direction are firmly focused on missional and financial 
growth.  With a population of over 1.2 million people, and average all age weekly 
attendance of just 15,500, we also remain acutely aware of our ageing congregations.  We 
need to continue to ‘grow younger’ and rejuvenate with determination, so that our 
congregations reflect the demographics of the communities we serve.  
 
Developing Resourcing Churches is a key part of implementing the Diocese’s refreshed 
strategy, Renewed! Released! Rejuvenated!  Because of this church planting expert Bishop 
Ric Thorpe was invited to speak at Development Day in October and if you’d like to know 
more his talk and slides can be viewed here, https://www.sheffield.anglican.org/diocesan-
strategy   

https://www.sheffield.anglican.org/diocesan-strategy
https://www.sheffield.anglican.org/diocesan-strategy
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How are we paying for this?  

 
The Church of England has a central fund called the Strategic Development Fund (SDF) that 
Diocese can bid into to support mission in the economically poorest areas.  
We have successfully the money we requested in the bid and the work will be funded for 6 
years, with the expectation that it is self-sustaining after this point.   
 
The two target areas are: Goole and Rotherham.  These areas have huge potential for 
growth, have experienced long vacancies and are economically some of the poorest areas in 
our Diocese.  Each church has a multi-disciplinary team tuned to its context.  The types of 
roles in the team are; vicar, curate, children and families worker, admin support and worship 
leader.  As well as being missional the team will be talent spotting people to be part of new 
missional activities and planting teams.  
 

 

To find out more  

 
Please see the Diocese website or contact Jonny Patton Worship & Operations Director at St 
John’s, jonny@stjohnsgoole.org.uk, or John Marsh, John.Marsh@Sheffield.anglican.org, to 
find out more about Resourcing Churches in the Diocese of Sheffield. 
 
 
 

mailto:jonny@stjohnsgoole.org.uk
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