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We’re Hiring: Church Administrator
St Luke’s Church, Watford 25–30 hours per week (flexible)
St Luke’s is an evangelical Anglican church on the Cassiobury Estate in Watford. Our vision is to be a beacon of light and love in our community. We delight in the privilege of joining God’s mission to see His kingdom grow in our neighbourhood and the world. We are a church that prays, worships, longs for God’s Word, and seeks to help people live as followers of Jesus Christ — equipped and empowered by the Holy Spirit. 
To help us live out this vision, we are looking for a committed Christian with strong organisational and communication skills to join our staff team as Church Administrator.
This is a key role at the heart of church life — supporting our ministry, enabling our mission, and helping St Luke’s to be a place of welcome, worship, and care.
About the Role
The Church Administrator ensures the smooth running of the church’s daily operations and provides essential support to the Vicar, staff team, volunteers, and congregation.
Your work will include:
Operational & Facilities Management
Overseeing the church building and facilities and managing bookings and payments for church and community groups and liaising with contractors and tradespeople.
Services & Events
Preparing rotas using ChurchSuite, ensuring service orders and EasyWorship are ready each week and supporting arrangements for weddings, funerals, and baptisms.
Communication
Serving as the main point of contact for the church office, producing newsletters, parish leaflets, and online communication, liaising with the Diocese and supporting the finance team with payment processing.
Pastoral Support
Working with the pastoral team to communicate needs appropriately and offering a warm, calm, and compassionate presence to those who contact the office.
Who We’re Looking For
We are seeking someone who:
· Is a committed Christian and willing to be a worshipping, participating member of St Luke’s (an Occupational Requirement under the Equality Act 2010)
· Has strong IT skills, including Microsoft Office and confidence using online systems,
· Is highly organised, efficient, attentive to detail, and communicates clearly in writing and in person
· Has a friendly, approachable manner, a pastoral heart, and works well as part of a team
Hours, Salary & Support
· 25–30 hours per week, including Fridays and ideally spread across the week. A job‑share arrangement may also be considered. 
· Salary: £21,495 pa for 25 hour week (equivalent to £16.49 per hour). 
· Based at St Luke’s Church, Watford
· 25 days holiday pro rata, plus Bank Holidays
Safeguarding training (Basic Awareness and Foundation) must be completed and refreshed every three years. The postholder must work within Church of England safeguarding policies and procedures.
How to Apply
If you feel called to serve in this role and would like to help St Luke’s grow in faith, community, and mission, we would love to hear from you.
Closing Date: 7th June
Start date: From July

Informal visits and conversations are warmly welcomed. Contact the Church Office: 01923 246161 or office@stlukeswatford.org

[bookmark: _heading=h.wipsyic36h3y]Application forms are available from the church website https://stlukeswatford.org and should be returned to  office@stlukeswatford.org . 
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