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JOB DESCRIPTION 
 
 
Job Title:                   Data Administrator  
     
 
Hours of work:  20 hours (Part-time, 3 days a week)  
 
Location:  Trinity House, Borough High Street  
 
Reporting To: Head of Data Use & Office Process Administration  
 
Job Purpose: Update our databases with data from parishes.  
 Raising, and maintaining data quality levels in the Diocese, 

focusing on Diocesan data.  
 Providing a high level of data quality awareness across all staff in 

the diocese, and our parishes, and deaneries.  
 Proactively improving the quality of information and data 

reporting, evaluating and identifying where system enhancements 
are required. 

 
Key relationships:  Head of Data Use & Office Process Administration (line manager) 

Director of IT  
Lead Developer (IT) 
Heads of Departments 
Archdeacons and Area Office Staff  
Parish contacts (including Incumbents, PCC Secretaries, 
Treasurers, Parish Administrators). 

 
 
Background: 
 
The data that we hold is all of great and increasing importance and includes information on our 
parishes, their congregations, their populations, our property, our finances, our lay leaders, 
clergy and their training. We are seeking to become more effective in using our data to 
influence and improve the way in which we allocate our resources and use these resources to 
maximize the support that we can provide to the parishes, clergy, ministry teams and 
communities of our Diocese.   

 
The post holder will be responsible for inputting certain data and ensuring that the data we 
hold and use has integrity, so that 

• it is accurate,  

• there are robust processes for keeping it up to date,  

• it is collected in a format that maximises our ability to produce detailed reports and 
combine data from different sources as easily as possible  

Diocesan Staff Purpose 
 

To lead, enable, serve, support and enable the mission of God as it is worked out in 
the parishes, deaneries, schools and communities of the Diocese of Southwark 

The Diocese of Southwark 
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This role will also have an opportunity to contribute to the development of how the Diocese of 
Southwark collects and uses existing data. 
 
The overriding duty is to:  
 

• Ensure the data input is accurate, robust and fit for use in reporting and decision 
making. 

• Update our databases with data from parishes in particular. 
 
 
 
Other duties include: 

 

• Ensuring data entry procedures are complied with and that sufficient checking 
mechanisms are in place to keep to the data accurate and up to date. 

 

• Demonstrate an understanding of the requirements of UK Data Protection law and work 
to ensure that all systems and processes are compliant with this. 
 

• Collaborating in and suggesting new ways of data collection and data entry that will 
improve the integrity of our data. 

 

• Supporting parishes to improve their data quality and timeliness of reporting local 
information, so that it meets national and diocesan standards and requirements. 
Occasional parish visits may be required. 
 

• Producing maps with MapInfo software as required (training will be provided).  
 

• Supporting the development of management information and reporting systems to assist 
managers in the delivery of their objectives. 
 

• Supporting departments and senior staff in the production of regular reports. 
 

 
Any Other Duties 
 
A core value of Diocesan staff is collaborative team working.  The responsibilities outlined 
above cannot totally encompass or define all tasks which may be required of the post holder, 
and you may be asked to perform any other duty as directed from time to time.  
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Person Specification 
 

The successful candidate will have a passion for detail and for accuracy in data and will be 
able to evidence this through experience. 
 

Essential Desirable 

Qualifications 

Data related qualification or equivalent experience.  

Experience 

Demonstrable experience of using databases where data 
is stored on different systems, and able to bring 
together the information in single reports.   

 

Experience of implementing data quality standards to a 
work plan is desirable. 

 

Experience in breaking down business processes and 
identifying the flow of data. 

 

Skills and Knowledge 

Excellent IT Skills including Advanced Excel skills.  
Knowledge of the structures of the 
Church of England. 

Excellent knowledge of databases and their underlying 
structures and a thirst to know more 

 

Experience of writing reports and combining data from 
different sources into one report for management use  

Experience of data mapping 
software e.g. MapInfo. 

Able to write clear process flows.  

Good analytical and problem-solving skills.  

Knowledge and understanding of UK Data Protection 
laws and regulations 

 

  

Personal Qualities and Behaviours 

Has a real joy and fulfilment in getting data right.  

Excellent attention to detail, with a pragmatic approach 
to the use of data. 

 

A passion for the disciplines of data quality.  

Able to work autonomously and to be proactive in 
making suggestions for improvements and changes. 

 

Able to work collaboratively across different teams, with 
tact and diplomacy. 

 

Able to work to deadlines, and well organised when 
working across different projects. 

 

Good communications skills and a willingness to engage 
with parishes. 
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Background Information to the Diocese of Southwark 

 

The Diocese of Southwark, founded in 1905, forms part of the Province of Canterbury in 

England and is part of the wider Church of England, in turn part of the worldwide Anglican 

Communion.  The Diocese covers primarily the area of Greater London, which is south of 

the Thames, together with the eastern part of the county of Surrey.  It is one of the 

largest dioceses in terms of population and parishes as well as one of the most diverse. 

 

The Diocese covers fifteen Local Planning Authorities (in part or wholly). 

 

The Diocese seeks to be a Christian presence 

and to share the Christian faith in each of its 

parishes through the mission and ministry of 

its clergy, congregations, schools and 

chaplaincies and works to promote the 

common good, with a particular concern for 

those most in need. 

 

The priorities of the Diocese are to release 

gifts, renew vocations and deepen people’s 

life of faith.  We aim to do so by effective 

stewardship of our resources, by collaborative 

team working, by respect for all and 

transparent accountability. 

 

Specific aims which the Diocese is working 

towards at present are: 

 

• to grow our average weekly attendance. 

• to increase the number of worshipping communities. 

• to grow our financial resource base to allow investment in growth for the future. 

• to increase lay and clergy vocations; and 

• to grow leadership and representation that reflects the rich diversity of Southwark 

Diocese. 

 

The Diocese is committed to providing the resourcing necessary to train and house over 

300 clergy to minister in its parishes, alongside laity and clergy in secular employment.   

 

In 2018 ministers carried out 2,720 funerals, 680 weddings and 3,170 baptisms.  Surveys 

indicate that 96% of church members volunteer in their local communities, including as 

school governors, street pastors and in night shelters and food banks. This is compared 

with a national figure of 80%. During the same time frame, 70% of Southwark churches 

ran at least on social action project against 49% nationally.  
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As part of the Renewal & Reform programme, the Church Commissioners have been 

making major grants available to Dioceses for specific projects with clear vision and goals 

to make a significant difference to their mission or financial strength.  The Diocese of 

Southwark has now been awarded two such grants.  

 

In 2016, the Diocese was awarded a major grant to develop fresh expressions of Church 

throughout the Diocese and to grow the Church in new development areas, in particular 

the Nine Elms development on the South Bank in the Vauxhall /Battersea area.  

 

In 2019 the Diocese was awarded a second major grant this time for six specific projects 

in places identified across the Diocese where there is a clear opportunity for growth and 

where lessons learned can be replicated to good effect across the Diocese and the wider 

church.  As the Church of England report “Church Growth - From Evidence to Action” 

makes clear, there is ‘no single recipe for growth’.  Yet, there are common factors and 

as such, we are embarking on diverse approaches in both intervention, church tradition 

and expected outcomes, whilst ensuring appropriate monitoring and oversight. 

 

The Diocese is divided into six archdeaconries and twenty-five deaneries, overseen by 

the Bishop of Southwark, who is supported in his pastoral work in the Diocese by three 

area bishops, the Bishop of Kingston, Bishop of Woolwich, and Bishop of Croydon, as well 

as six archdeacons. 

 

The statutory work of the Church and support to the parishes is provided by the staff of 

the Diocesan office, located in Trinity House, Southwark. 

 

Trinity House and the Area Offices 

Trinity House houses the Diocesan office where most of the executive and professional 

staff of the Diocese are based. Trinity House is under the overall direction of the 

Diocesan Secretary who reports to Bishop Christopher, our Diocesan Bishop. Trinity House 

is just off Borough High Street, within a quarter of a mile of Southwark Cathedral.  

 

In 2016 our governance structure was streamlined to align policy and resource decision-

making in a new Diocesan Council of Trustees (DCT).  The governance of the Diocese is 

held by the DCT which incorporates the Diocesan Board of Finance, Bishop’s Council, 

Diocesan Mission & Pastoral Committee, and Diocesan Parsonages Board, with co-

terminus membership.  The DCT delegates the day-to-day management and leadership 

of its activities to the Diocesan Secretary who is accountable directly to it and who meets 

with both the Senior Management Team (comprising Departmental Heads, of which the 

Deputy Diocesan Secretary is one) and monthly with Archdeacons.  In addition, more 

granular oversight by the DCT is exercised through its two committees, the Policy and 

Finance Committee (PFC) as well as the Audit and Risk Committee (ARC).  These 

committees each have distinct responsibilities for scrutiny and oversight; the PFC for 

resource spend and performance against objectives, and the ARC in its ongoing appraisal 

of risk, including investment risks.    
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The staff who work across the whole Diocese have a core purpose and values that set out 

their role in supporting the Diocese achieve its Strategic objectives. These are known 

under the banner of ‘Lead, Enable, serve’ and are summarised in the table that follows 

below. 
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Diocesan Staff Values 
Effective Stewardship of resources 

Collaborative Team Working 
Respect for all 

Transparent Accountability 
 

DIOCESAN STAFF PURPOSE 
To serve, support, lead, and enable the mission of the God as it is worked out in the parishes,                                                                      

deaneries, schools and communities of the Diocese of Southwark.    

 
DIOCESAN STAFF AIMS 

• To support our parishes and clergy so that they are energised, equipped and empowered through specialist advice, leadership 

in ministry, training and development, good housing and by building effective relationships. 

• To meet our statutory and regulatory obligations, and to be proactive in leading and disseminating good practise. 

• To evaluate and allocate resources effectively, in line with the vision, aims, values, and policies of the Diocese. 

• To resource, and support mission and evangelism, vocational discernment, training and ongoing development for lay and 

ordained ministries. 

• To ensure that all our structures, policies, practices and the way in which we communicate are fit for purpose now and in the 

future, through regular review and continuous improvement.  

SOUTHWARK VISION 2017 -2025 
HEARTS ON FIRE with a Vision for Growth; 

Walking, Welcoming, Growing. 


