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Coastal Mission Community of Seaton & Beer

Vicar:  Rev’d Jeremy Trew

The Vicarage, Colyford Road, Seaton, Devon, EX12 2DF

(01297) 20391  jeremytrew@hotmail.com
www.coastalchurch.org.uk



Seaton PCC
Church Administrator

Person Specification

Essential 

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 MS Excel and Publisher, and a willingness to learn new systems

Good personal organisation

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 24th November.   Applicants should indicate their availability on that day.

Seaton PCC

Church Administrator

Role Specification

Background

St Gregory's Parochial Church Council (PCC) is the legal body responsible under Charity and Ecclesiastical Law for the proper administration of the management, finances and activities of St Gregory's Church.  The PCC appointed a paid Church Administrator in 2008 to help with the increasing administration load and professional standards required in the Church of England.  The role has evolved since that time and has recently been reviewed.  It now includes the following main areas of responsibility:

· Collaboration with the PCC and leadership team in the general 
management of the Parish under the authority of the Clergy and 
Churchwardens.
· Management of Church finances, co-ordinating with the PCC Finance 
Committee.

· General office tasks.
The PCC wishes to employ an individual for sixteen hours per week on the tasks listed below.  The role will involve working with the licensed clergy (currently vicar and curate) and churchwardens to support the general management and undertake the financial management of St Gregory's Church.  We aim to have the office staffed on a regular basis but are willing to negotiate days and hours with the successful applicant.
Job Description - roles are prioritized roughly in descending order
Collaboration with the PCC and leadership team in the general management of the Parish. 

Meet weekly with leadership team to discuss week(s) ahead and identify planning needs.

Record keeping, notices and information to the diocese; ie Parish returns that are not otherwise collated by others
Financial Management

In support of the PCC treasurer and financial committee:

Attend Finance committee.
Ordering and distribution of gift aid boxes.

Support Gift Aid Officer.
Invoicing and banking all church finances other than Sunday and weekly collections.

Verify and pay all bills for the PCC.

Record receipts and payments on Cashbook (Excel-based accounting software).

End of month bank statements reconcile Cashbook (R&P) on all bank accounts.

PAYE including recording time keeping, salaries and arranging payment.

Coordinate end of year finances for accountant.  Print the accounts when received.

Payment of tax and NI to HMRC quarterly.
Management of all parochial fees including payment to clergy and quarterly/annual returns and payment to Exeter Diocesan Board of Finance.
Periodically carry out other financial duties as required.
Worship Support

Manage payment of fees for weddings.

Manage payment of fees for funerals, and liaise with funeral directors, organist and verger.

General office tasks

Taking phone calls and messages, refer, initiate and co-ordinate any tasks as required.
Printing and posting occasional mailings for ie, Service of Remembrance of Faithful Departed.
Processing all correspondence received at the church office.
Ordering and storing admin supplies.

Photocopying

Update all church notice boards

Issuing keys as authorized by the Vicar & PCC.

Church Centre bookings, finances and policies.

Magazine Support

In support of magazine editors:

Liaise with editor about publication and print.

Printing of Beer and Seaton magazines.
Pastoral Support

In support of the pastoral committee:

Updating Database and supplying records to pastoral team.

St Gregory’s Church, Seaton, is a Registered Charity No 1127403.
St Michael’s Church, Beer, is a Charity under the Charities Act 1993.


