
Church Administrator
Duties and Responsibilities
Khandallah Presbyterian Church has a vision to be a strong, inclusive Christian community, worshipping God, loving one another and sharing the good news of God’s love for all people, in ways and words that have meaning in today’s world.
Purpose of the Administrator’s Role
To provide a first point of contact for visitors, secretarial and administrative support to Khandallah Presbyterian Church and its Council
Specifically

Minister and Team:

· Secretarial support including preparation of weekly Orders of Service, including printed and PowerPoint versions. 
· Use mailchimp to compile and send out weekly email bulletins.
· Assist with the arrangement and planning of Services including Funerals/Weddings/Baptisms/Special Services and ecumenical events along with the Minister’s activities and projects.

· Ensuring all necessary supplies and equipment are available for all types of Services, including baptisms if necessary and that the church is ‘prepared’ prior to and tidied up after funerals, special services.
Council Business:

· Liaising with Property Manager and property team when necessary, regarding property maintenance and health and safety

· Maintaining health and safety register
· Preparation and maintenance of the Elders lists in conjunction with the Pastoral team
· Ensuring appropriate records (including all registers), files and minute books are maintained.

Administration:

· Act as initial point of contact for all enquiries from the congregation, other church affiliations and general public when available
· Liaising with organisations that hire the premises on either a permanent or casual basis, taking venue hire bookings, issuing invoices monthly and recording and maintaining the hall bookings calendar.
· Vetting short-term hires when required, issuing hire agreements and invoicing.

· Ensure general tidiness of premises, liaising with cleaners as necessary.
· Receipt for all donations received into the church office including hall bookings, general donations, and any sales of special items. Ensure any miscellaneous donations are banked.
· Maintain Petty Cash.
· Ensure office equipment is kept in good working order.

· Answer phone calls and emails received in the office.
· Organise and prepare any advertising flyers for Church services, events, activities and groups.

· Maintain the KPC document management system 
· Maintain the KPC Calendar.

· Prepare and distribute annual membership statistics for PCANZ.
· Manage issuing of keys, maintain the KPC key register and perform regular annual audit.
· Maintain copyright license records for church music and groups as necessary.
· Provide photocopying service for KPC groups as necessary.

· Compile, type, copy and collate KPC information, telephone directory and annual report.

· Replenish kitchen/bathroom/cleaning/office supplies when required.

· Work with Roster Coordinator to ensure church rosters are regularly updated and distributed.
· Take on any other duties that arise within reason.
KPC Website and Social Media
· Liaise with communication team and other groups regarding the content for the website page and load updates if required.  Assist with publicizing Church events.
Ideal Person Specification
· Highly organized with good administration skills and attention to detail.
· Strong computer skills including formatting for Microsoft Office suite, OneDrive, Publisher, Mailchimp, and Apple operating systems.
· Excellent communication skills and experience with social media eg Facebook and Instagram
· A warm and friendly personality

· Able to manage own time
· Understanding of Christian faith preferred

· Professional service mindset

· Flexible

· Pro active/ Self starter

· Curiosity - willing learner.

· Attention to detail
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