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St Mary Magdalen’s is seeking an organised and proactive Part‑Time Administrator to support the effective running of the church, its activities, and its community life. This is a varied role requiring strong administrative skills, good communication, and the ability to work independently.


Job title:		Parish Administrator

Hours:			approx. 12 hour per week, days to be negotiated, but preferably daily Mon-Fri

Location:		Parish Office, St Mary Magdalen’s Church, OX1 3AE, Oxford

Term of office:	Ongoing (after satisfactory three month probation period)

Purpose:	St Mary Magdalen’s is a parish church in the catholic tradition of Anglicanism, situated in the busy centre of an ancient university city. The Clergy and the Parochial Church Council (PCC) provide leadership in the Church’s community life and public ministry.

The Parish Administrator supports the mission of the Church by: 
· Undertaking general and office administration
· Ensuring that the church is open and welcoming to visitors 
· Assisting in internal and external communications 
· Supporting the administrative tasks of the clergy 

Key relationships:	Directly responsible to the Vicar and Churchwardens. 
Regular contact with other Church Officers (Treasurer, PCC Secretary)

Key responsibilities:	
· Office administration
· Keep membership records and contact lists up to date
· Coordinate repairs and maintenance with the Churchwardens, incl. liaising with contractors, cleaners, and service providers
· Promote and manage bookings (incl. updating church calendar), and providing access to event organisers and other church users
· Manage and publish rotas (e.g., hospitality, reading, intercession, serving, sidespeople)
· Support safeguarding administration as required 
· Maintain essential supplies and ensure a safe and clean environment
· Financial administration
· Forwarding financial documents to the Treasurer and supporting the Treasurer as required
· Church opening
· Work with “Church Watch” volunteers to ensure the church is open to the public as much as possible
· Welcome visitors, and answer questions where necessary and appropriate 
· Manage keys with the warden and maintain a key register

· Communications
· Receive and pass on enquiries via office telephone and admin email address
· Keep internal and external notice boards and other signs up to date
· Prepare the weekly pewsheet with clergy and music staff
· Print pew sheets, orders of service, posters, and other documents as required
· Update website
· Clergy administration

	
Person Specification:	Excellent organisational and time‑management skills
Strong IT skills, including MS Office, etc.
Proactive, practical problem‑solver
High emotional intelligence and strong interpersonal skills
A practising Christian

Remuneration:	Remuneration will be paid at an hourly rate of £12.80 per hour, for 12 hours per week. Payment will be made against a monthly invoice, accompanied by a timesheet specifying hours worked. Additional hours may exceptionally be worked, if agreed in writing in advance. The incumbent is contracted as a self-employed individual, and not as an employee, and is therefore responsible for their own social and tax registrations and obligations.

Absences:		25 days away from the parish per annum, plus Bank Holidays


Please address enquiries and/or applications to Deborah Vorhies: dvorhies@outlook.com. Interested parties are invited to submit applications promptly as interviews will be held on a rolling basis.
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