Bredon Hill Group Administrator 
Contract Details: 
Working Hours: 20 hours per week, worked flexibly by agreement
Location:  Home + Bredon Hill Parish Office (Location TBC)
Closing Date: 30 November 2026  
Start Date:  Mid-January 2027
Introduction
Bredon Hill Group Administrator 
The Bredon Hill Group of 14 Parish Churches in 5 Parishes are seeking a friendly, organised and proactive individual to provide administrative support to clergy and parish leadership across our churches.
This is a varied and rewarding role, acting as a key point of contact for parishioners and the wider community, while supporting parish administration, communications, safeguarding processes, meetings and day-to-day church operations. The role helps enable our clergy to focus on ministry and mission across the benefices. 
The role will report to the Incumbent.
Key Details
20 hours per week, worked flexibly by agreement. 
Home-based and Parish Office based, with occasional travel across the Bredon Hill Group of Parishes when needed.  You will need to have access to a vehicle or be able to make other arrangements to get to meetings.
National Living Wage.
We are looking for someone with excellent administrative, organisational and communication skills. You will need strong IT experience, a high level of discretion and an ability to form good working relationships with individuals across 5 parishes. You will also need a desire to contribute to our local communities and a sympathy with the values and mission of the Church of England. 
For more information about the role or to request an application form please contact the Priest-in-Charge, Rev Katryn Leclézio.
Rev’d Katryn Leclézio 
22 Parkwood, 
Elmley Castle, 
WR10 3HT
Application
To apply for this role, you will be asked to provide a CV and a Letter telling us why you believe you are the person for this role demonstrating your experiences which show that you meet our needs.
Your CV and Motivating Letter are to be sent to:  revkatryn.leclezio@bredonhillchurches.org.uk
Safeguarding and Safer Recruitment
The Bredon Hill Group is committed to safeguarding and promoting the welfare of children, young people and vulnerable adults. We expect all those providing services on our behalf to share this commitment. As part of our safer recruitment process, the successful contractor will be required to provide satisfactory references, complete relevant safeguarding training and undergo an Enhanced DBS check appropriate to the role before services commence. This appointment is subject to safeguarding checks and compliance with the safeguarding policies and procedures of the Church of England and the Diocese of Worcester
Applicant Declaration
I confirm that this application is an honest and accurate reflection of my own experience, skills and qualifications. Where AI tools have been used to assist with drafting or editing, the content remains my own work and has been reviewed and approved by me.
