Steyning Parish Church 
Office Manager

Overview 
Our mission at Steyning Parish Church is to know and share the love of Christ. We are a busy and growing Anglican church in the heart of the beautiful town of Steyning. We are looking to appoint an Office Manager to ensure the smooth running of the Church Office, manage the office as the primary point of contact for the Parish Church and to support and coordinate the work of our team of volunteers from the congregation. 
Job Description 
Job Title: 		Office Manager
Employed by: 		The Parochial Church Council (PCC) of Steyning Parish Church
Responsible to: 	The Vicar (Revd Mark Heather) who is the ‘line manager’ for the PCC.
Starting Salary: 	£13.45 - £15 per hour subject to assessment of necessary experience
Hours: 			This role is based on  6 hours working from the office  three days each week (preferably Mondays, Wednesdays and Fridays). As required additional hours worked either in the Church Office or at home per week may be payable subject to agreement by the Vicar.
Holidays: 		 17 working days per year inclusive of Bank Holidays, scheduled by negotiation with your line manager.  
Base: 			Steyning Parish Church Office, Penfold Hall, Steyning BN44 3YB (and from home, as above) as required.
Contract:		Indefinite, with a 6-month probationary period.
Mentoring/Training: 	Training and development opportunities will be provided, as appropriate.
Starting Date: 		By mutual agreement.

Purpose of role 
To ensure the smooth running of the Church Office, to be a primary point of contact in the Office and to coordinate the work of the team of volunteers from our congregation. To work with the Vicar, church wardens, and parish volunteers to provide reception, administration and office support activities in support of Steyning Parish Church. 
Main Duties & Responsibilities 
1. To act as the first point of contact in the Parish Office for parishioners, visitors and external enquirers, whether in person, via telephone or email, ensuring a welcoming and professional response. 
2. To oversee all incoming and outgoing correspondence via the Parish Office email account, ensuring appropriate action is taken in a professional and timely manner 
3. To coordinate distribution of the weekly Parish Notices and other relevant parish communications, as required 
4. To send out invitations to special services and events, as required 
5. To manage and oversee the volunteer team, allocating tasks and offering support and training where required 
6. Oversight of the work of the Hall Keyholder/Caretaker TBC
7. To manage the hall bookings calendar, ensuring the Caretaker/Keyholder has access to information on all bookings and their requirements.
8. To assist in maintaining and updating parish records, including parishioner databases 
9. To order and maintain supplies for the office, hall and  church as required 
10. To take receipt of, organize, store and distribute Redemptorist readings sheets 
11. To handle confidential information and exercise judgement in maintaining circles of confidentiality under data protection principles 
12. To maintain petty cash and document expenditure accurately 
13. To ensure rotas are organized in advance, complete and up to date 
14. To send out weekly readings and intercessions, in coordination with the relevant priest 
15. To work with and develop relationships with the clergy, employees, wardens and PCC of the Parish Church, hall users, members of the congregation and the wider community 
16. To ensure compliance with data protection regulations (GDPR) and maintain secure and well-organised records 
17. To assist in implementing parish and diocesan policies, including safeguarding and health and safety procedures. 
18. To undertake reasonable tasks as requested by the Vicar 
Person Specification 
Essential requirements 
• An understanding of and sympathy with the objects of the Church of England. A willingness to learn about the operations of the parish church and its activities. 
• An appreciation of and an interest in the community of Steyning and its people. 
• An interest in working in an office environment and motivated to work in a task-orientated role. 
• We can only consider applicants who are already resident and permitted to work in the United Kingdom for the entire duration of employment. 

Skills and abilities 
• Spoken and written communication (social & people skills) 
• Be highly organised, able to prioritise tasks and meet deadlines 
• Be able to work independently, whilst also able to work with a wider team 
• Be self-motivated and resilient 
• Be able to seek and be open to advice and support 
• Be able to work efficiently and accurately under pressure 
• Experience of some Microsoft 365 (MS Office) applications, e.g. Outlook, Word and Excel. 

The following are desirable 
• Experience of working with or managing groups of adult volunteers
• Proficient in a wide range of Microsoft 365 (Office) applications, e.g. Powerpoint 
• Recent experience of working with (accessing, updating, managing) software databases 
• Knowledge of Anglican church practice. Familiarity with and understanding of the church calendar and the role of a parish church in the context of the Church of England. 
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