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The Coastal Mission Community 
of     Seaton & Beer
Invite applicants for the post of Church Administrator, working sixteen hours per week in the church office in Seaton.
This is an existing post, previously held as a job-share, that has recently been reviewed and reduced and is now offered as a post of sixteen hours per week.  After an initial period of overlap with one of the previous post-holders to allow for familiarisation and settling in the new post holder will work as the sole paid administrator supporting, and supported by, the clergy and other office holders of the Parochial Church Council.  It is intended that the job description will be reviewed, with the help of the person appointed, after three months in post.  The post is currently paid at the rate of £10.25 per hour.  This is reviewed annually.

The successful applicant will possess the following essential skills: 

· Sympathetic to the aims and objectives of the Church of England

· Can deal appropriately with confidentiality issues

· Self motivated and able to work at your own discretion

· Able to work closely with others as part of a team

· Possess basic IT skills, including some familiarity with MS Word, Excel and Publisher, and a willingness to learn new systems

· Good personal organisation

The following attributes are desirable:
· Good interpersonal skills,  and able to interact with a wide range of people of all abilities

· Experience of basic book keeping

· Experience of a similar role

· Some experience of a pastoral role

An application form will be provided which must be completed and emailed to the address given at the end of the form. The applicant is expected to be able to provide two references, which may be taken up prior to interview.  Applications close 12th November 2014.  It is intended to hold interviews on Monday 17th November.   Applicants should indicate their availability on that day.
To talk more about the post or to request further details and an application form please contact the vicar, Rev Jeremy Trew  
email -  jeremytrew@hotmail.com
