Church Administrator                                                                                                                        
St Luke’s Church, Watford Role Description and Person Specification
Introduction
St Luke’s Vicar and PCC have set an Action Plan outlining the priorities and goals we believe God is leading us to pursue each year. In 2026, we are focusing on:
1. Creating a strong sense of family within our church body, keeping God at the centre and encouraging one another to take an active part in church life.
2. Building bridges into the wider community through genuine friendships and everyday encounters.
The Church of England is committed to promoting a safe environment and culture for children, young people, and vulnerable adults. Anyone appointed to this role will be expected to work within all relevant safeguarding policies and procedures and to complete the required safeguarding training.
Role Description
Main Purpose of the Role
1. Operational Management: To support and enable the ministry of St Luke’s by providing an efficient administrative centre.
2. Service and Event Support: To provide administrative support to the Vicar and other staff as appropriate.
3. Communication: To act as the main point of contact for the church office.
4. Pastoral Assistance: To support clergy and others in the pastoral care of the church community.
What the Role Involves
Facilities
· Act as a church key‑holder and monitor key access
· Oversee the day‑to‑day running of the church building and facilities
· Organise bookings and payments for church and community groups
· Purchase necessary supplies for the building
· Liaise with tradespeople and contractors
· Keep records of maintenance work completed and maintenance due

Services and Events
· Prepare rotas and share them with team members using ChurchSuite
· Ensure service orders and EasyWorship are ready each week
· Receive enquiries about funerals, marriages, and baptisms, and assist with arrangements
· Maintain an organised filing system (digital and hard copy)
· Manage petty cash
Communication
· Organise and manage the church office, acting as the main point of contact
· Compile and process internal and diocesan communications
· Manage social media and the church website; produce newsletters, magazines, and parish leaflets
· Liaise with and assist the finance team by processing payments and gaining approval
· Ensure personal data is stored securely
Pastoral
· Liaise with the pastoral team regarding any needs or concerns
Other Responsibilities
· Attend meetings for support, guidance, or supervision
· Comply with all safeguarding requirements
· Know how to respond to and report safeguarding concerns or allegations
· Provide assistance to the Safeguarding Officer
When and Where You Will Be Working
· 25–30 flexible hours per week, based at St Luke’s Church, Watford
· Salary: £21,495 pa for 25 hour week (equivalent to £16.49 per hour)
· Exact working pattern negotiable but must include Fridays and ideally be spread across the week. A Job Share is possible.
· 25 days holiday pro rata, plus Bank Holidays

Accountability
· The Administrator is directly responsible to the Vicar.
Safeguarding Training Requirements
The following safeguarding pathways must be completed and refreshed every three years:
· Basic Awareness
· Foundation
Support You Will Receive
· Weekly one‑to‑one meeting with the Vicar
· Attendance at weekly staff meetings
· Access to online forums and training for Church Administrators
Additional Information
· The Administrator is accountable to the Vicar for how working hours are used
· Regular reviews will be held
· If major difficulties arise, the Churchwardens and PCC may appoint others to advise and recommend action
· The Administrator is part of the staff team and is expected to be a worshipping and participating member of St Luke’s
Person Specification
This role requires someone who:
· Is a committed Christian, willing to be a worshipping and participating member of St Luke’s (an Occupational Requirement under the Equality Act 2010)
· Has strong IT skills, including Microsoft Office and confident use of the internet, and is willing to use ChurchSuite
· Has excellent organisational and administrative skills
· Has excellent written communication skills and can produce high‑quality correspondence
· Has excellent interpersonal skills: approachable, friendly, calm
· Has a confident, positive telephone manner
· Has a pastoral heart for those contacting the office
· Understands and maintains appropriate confidentiality
· Is willing to develop skills and engage with training
· Pays attention to detail and can meet tight deadlines
· Treats everyone with dignity and respect
· Can delegate appropriately
· Is capable of line‑managing staff and volunteers
· Is self‑motivated
· Works well as part of a team and supports others
General Requirements for All Roles at St Luke’s
Promoting a Safer Church
Everyone must read and have access to the Church of England’s safeguarding policy Promoting a Safer Church.
Training
· Everyone must undertake safeguarding training relevant to their role
· Most training can be completed online via the Church of England Safeguarding Training Portal
· Face‑to‑face training will be provided for those unable to access the online portal
· Training must be refreshed every three years
Policies and Procedures
Everyone must read and comply with all relevant PCC‑approved policies and procedures.

