
Spring 2021 

St Clement’s Administration Manager: Job Description Title  

 

Reporting to: Rachel Gibson, Rector 

Employment: 0.8 Full Time Equivalent (32 hours per week) but willing to consider other options, 

including two 0.4 FTEs 

Applications closing date:  24 June 2021 

 

Are you a gifted manager and administrator?   

We’re looking for an Administration Manager who will have overall oversight for the day to day administration and 

management of the Parish Office, the Church building and to enable and facilitate the work of the Church’s staff team and 

volunteers.  

St Clement’s is a growing Evangelical Church in the heart of East Oxford. We want to recruit the right person who will 

serve the Church by leading and enabling the administration, compliance and communications, releasing the staff team for 

the Church’s wider ministry, and to be a strong team player within our church family as a whole.  
 

 

 

Job Context                         

Oxford is a vibrant, energetic city with a relatively young population.  
 

St Clement’s Church and parish are situated just to the east of the city centre, and our church family, while drawn from all 

around the Oxford area, shares with East Oxford a wonderful diversity in backgrounds and ethnicity.  Our local 

community contains a rich mix of people. 49% of our parish are aged 20-30, reflecting the presence of students and young 

professionals. Yet there is quite a mix of ages and backgrounds beyond that, including older, long-time residents, 

professionals, families, the entrepreneurial and the academic, living alongside asylum seekers, refugees, and those struggling 

with mental health issues or addiction.  
 

We are an Anglican church in the Evangelical tradition.  Pre-Covid around 70-80 attended our Sunday services; and around 

50 attended our monthly Saturday Shared Space, connecting with the local community.  We have a small and growing 

Junior Church (3-11s) and youth group (12-18s).  

 

Over the last year, we have experienced a significant IT, communications, and logistical learning curve, as we’ve responded 

to the challenges of Covid through online Services and gatherings, as well as meeting in Covid-secure ways in the church 

building when that has been possible.  All of this has opened our eyes to the challenges and opportunities for our church’s 

activities in the years ahead.  

 

The Administration Manager will work closely with the church’s staff team (Rector, Curate, Children and Families Worker, 

Youth Worker), and volunteers to ensure that our ways of doing things are efficient, innovative, compliant and sustainable. 

The postholder will have oversight of a portfolio of operational areas, including office and church service administration 

and activities management, logistics, communications, HR systems, and the church building and churchyard.   

 

The Administration Manager will also work alongside the General Managers of two associated charities, the St Clement’s 

Parish Property Trust, who own and manage some of the properties used by the church and the local community, and the 

Charity of Thomas Dawson.  They will also work with our external contractors (HR, IT, maintenance, etc). 

 

Being part of the church community, the support, coordination and working with volunteers will be an important part of 

the role, including spotting and encouraging talent, and building and sustaining teams. 
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Role and Key Responsibilities 

 

1. General Administration and Documentation 

a. Support the Rector and staff team in shaping and implementing arrangements for church services; 

administering and ensuring legal and other requirements for occasional services including marriages, 

baptisms, funerals, burials, etc. 

b. Ensure the Parish’s records are accurate and up to date. 

c. Ensure that St Clements is compliant with external and internal regulations including those of the Charity 

Commission, Church of England, GDPR, health and safety etc (examples include data handling and 

protection, copyright, risk management, annual meeting and electoral roll). 

d. Order church supplies. 

e. Manage the Parochial fees (for banns, marriages, funerals, memorials, etc).  

f. Manage rotas for church services, reminding volunteers etc. 

g. Prepare and print posters and publicity, welcome pack, etc. 

 

 

2. Communications 

a. Be first point of contact for email, telephone, website enquiries. 

b. Be a welcoming first point of contact with the church family, the Parish and the wider community 

c. Develop the use of and ensure the management of the St Clement’s website and social media accounts, 

ensuring they are kept up to date, relevant, compliant, useful and attractive. 

d. Ensure good communications within the Church community, leading on communications, coordinating 

input and expertise of volunteers, be a member of and lead the Parochial Church Council (PCC) sub group 

on communications.  

e. Prepare and manage the mix of our church’s communications (currently including term cards, prayer 

guides, weekly news sheets, orders of service, address lists, mission booklet). Over time, review and 

develop this mix best to meet needs for communication with our church family, local community and 

others.  

3. IT 

a. Responsible for liaising with our external IT suppliers to ensure IT support is provided to clergy, staff and 

key volunteers. 

b. Working with our IT suppliers, be responsible for developing protocols and how to use MS 365 and other 

IT tools for use of staff and volunteers – eg Sharepoint, stclements.org.uk domain, Zoom and email 

accounts etc. 

 

4. Buildings 

a. Working with the Fabric Warden and church architect and others, administer regular church and 

churchyard maintenance and development requirements eg boiler service, alarm and roof alarm services, 

fire extinguisher check; grass cutting etc. This also includes liaising with and providing access for 

contractors’ visits to the church.    

b. Ensure and oversee the church’s approach to risk management - including ensuring all appropriate risk 

assessments are in place and up to date. 

c. Working with the Fabric Warden and others, complete Faculty, and List A and B applications and 

processes to the Diocese and other permissions for work in the church and churchyard; and be involved 

with wider building works and development as needed. 

d. Work with the Fabric Warden and others to ensure that the Church’s environmental footprint is 

sustainable and that we value and develop the beauty of our environment. 

  

5. People/ HR support 

a. Ensure proper administration of staff recruitment and leaving processes, contracts, job descriptions, 

absence and annual review records and other HR processes for staff, having due regard to Safer 

Recruitment procedures. 

b. Liaise with external HR Advisor as needed. 
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c. Working with the Church Warden, Clergy, staff and others, shape and administer volunteer support and 

management, including safer recruiting and safeguarding procedures 

d. Line manage the cleaner (and others as appropriate). 

 

6. Event Management 

a. Be responsible for ensuring that support structures are in place for special events, church services and 

courses, including coordinating volunteer teams for setting up and taking down, ensuring availability of 

catering and welcome teams, and correct handling of donations etc. 

 

7. Financial 

Working with Treasurer and others, consider and implement ways to make savings for the church (eg in 

renewing contracts), generate income for the church (eg car parking) and supporting increased missional 

use of our physical building spaces.  

8. Volunteers 

a. Facilitate the work of, and work with, volunteers; develop, support, spot and encourage talent, coordinate 

the work of volunteers and vary their own role as volunteers in different areas wax and wane. 

 

 

Skills and Qualities  

Essential: 

• Excellent organisational skills, including delegation and management under pressure 

• Excellent written and oral communication skills for a variety of audiences - church members, volunteers, 

community partners and key stakeholders  

• Strong team player who enjoys working with others, to enable the sum to be far more than its parts.  

• Proven ability to build, lead and develop teams, including volunteers and an understanding of the unique challenges 

and opportunities of volunteer management 

• A self-starter able to work on own initiative, to identify problems and find solutions quickly 

• Attention to detail, with ability to follow and meet detailed compliance requirements 

• Excellent interpersonal skills  

• Advanced MS Word, Excel and PowerPoint skills, and a willingness to learn relevant IT programs 

• Able to keep a high level of confidentiality and an understanding of why this is important 

• Supportive of and sensitive to the values and ethos of St Clements community and comfortable working in a church 

environment 

 
 

Working Specification  

• 32 hours per week, but willing to consider two roles splitting the 32 hours per week. Most will be in normal office 

hours, but the role does include some hours at weekends and evenings (for example, in the margins of Service, or to 

support weekend or evening activities)  

• 5 weeks’ annual leave plus allowance for bank holidays (the post will involve working on some bank holidays, including 

those at and around Christmas and Easter)  

• This appointment will be subject to Church of England / Diocese of Oxford Safer Recruiting requirements – including 

satisfactory results of the appropriate level of DBS criminal records check and evidence of entitlement to work in the 

UK  

• Salary £20,800 to £24,000 for 32 hours per week (£26,000 to £30,000 FTE) per annum depending on experience and 

qualifications. Opportunity to join NEST employer pension scheme  


