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The Diocese of Leeds  
 
	Job Title: 
	Parish Administrator

	Parish: 
	Parish of SS Peter & Paul Presbytery

	Reports to (job title): 
	Parish Priest 

	Key Relationships: 
	Parish Priest, Parishioners, volunteers, Diocese of Leeds

	Location: 
	St George’s Walk, Wakefield 
	Travel Required: 
	No

	Level/Salary Range: 
	£15.36 per hour
	Position Type: 
	Permanent

	Hours of Work: 
	17 Hours per week
	Holidays 
	25 days plus bank holidays (pro rata)

	Overview and Job Purpose: 

	This role, based in the Parish Office, is key for effective coordination, information, communication and administration of the Parish. A key part of this role is being the public face of the Parish and representing the Parish, dealing with the general public and their enquiries. 

	Job Description: 

	The key responsibilities of the role are to:
· Providing diverse secretarial and administrative support to the Parish Priest.
· Operating an efficient office environment including mailing, administering the parish office email account, co-ordinating ‘phone calls during the working hours as a first point of contact, organising the maintenance of office equipment and other related duties.




	Job Description cont.

· Dealing with correspondence and preparing written responses to enquiries.
· Keeping and maintaining records as required.
· Co-ordinating and purchasing office stationery and, working with the parish sacristans, sacristy supplies.
· Dealing with contractors including maintaining and ensuring prompt payment of all invoices.
· Maintaining the schedule of Health and Safety inspections in accordance with Diocesan policy.
· Ensuring all annual mandatory testing requirements are carried out.
· Managing the Parish Diary of Church Services, appointments and events. 
· Co-ordinating sacramental registers and the completion of certificates when appropriate.
· Prepare the parish weekly bulletin. 
· Assisting the Parish Priest to keep the website updated.
· Administering and maintaining the Parish Database in accordance with GDPR legislation.
· Managing databases and filing systems.
· Strict confidentiality is expected to be maintained at all times.
· To work with the Parish’s designated safeguarding lead on relevant issues and activities.



	Qualifications
	Essential
	Assessment Method

	
	· Evidence of good standard of general education.
· Excellent verbal, written and computer skills.
	Application & Interview Application & Test Required only if successful

	Experience
	Essential
	

	
	· Experience of working in an administrative role/undertaking a broad range of administrative tasks.
· Experience of working in a busy office environment.
· Experience of managing petty cash and recording income and expenditure including maintaining electronic and paper based financial records.
	Application & Interview

	
	Desirable
	

	
	· Previous experience of an accounting system.
· Basic experience of financial spreadsheets implementing new administrative processes if needed.
	Interview

	Skills & Knowledge










Skills & Knowledge cont.
	Essential
	

	
	· Excellent & friendly telephone, face to face communication skills.
· The ability to develop effective working relationships with clergy, volunteers, parishioners, schools, other diocesan staff and the general public.
· Excellent time management skills with the ability to organise and prioritise their workload to meet deadlines.
· Ability to work unsupervised and use their own initiative.
· IT Literate with a working knowledge and application of Microsoft Office (Word, Excel) and email.
	Interview 

  Interview



Application


Interview 

Application & Test

	
	Desirable
	

	
	Knowledge of and involvement in the parish community.






	Interview

	Personal Attributes
	Essential
	

	
	· A commitment to the ethos and mission of the Roman Catholic Church
· An acceptance of the need for sensitivity and complete discretion & confidentiality
· Flexible work attitude towards tasks undertaken
· A proven ability to engage sensitively with vulnerable people
· A strong desire to help and assist people
	Interview



	The above description is not intended to be an exhaustive list but to indicate the main responsibilities of the post.  It may be amended from time to time, after consultation with the post holder.  Any changes will be agreed in conjunction with the Parish Priest. 
 

	Other Information: 
 
References and Reports 
· Two professional references will be required. 

Health and Safety: All employees are required to take reasonable care of their own health and safety and that of others who may be affected by their acts or omissions. 
 
Confidentiality: During their employment, the post holder may gain knowledge of confidential matters which may include personal or business-related matters.  Such information must be considered with high levels of confidentiality and must not be discussed or disclosed.  Failure to observe confidentiality could lead to disciplinary action. 
 
Data Protection: Where it is a requirement of the role, the post holder will have access to computers and other information technology.  They will be required to ensure that appropriate security procedures are followed and that confidential information such as passwords are not communicated to unauthorised individuals. 
 
Safeguarding: The Diocese of Leeds is committed to safeguarding all children and vulnerable groups at risk within its community. The Diocese aims to embed a culture of safeguarding to prevent abuse and to provide support to individuals who have been hurt by abuse, taking the necessary actions to reduce the likelihood of further harm. All diocesan employees are expected to contribute to the creation of a safe environment, challenge inappropriate behaviours and report concerns in line with procedures.  
 
Probationary period: This position is subject to completion of an initial probationary period of six months.  
 
All Diocesan employees are expected to work with the highest standards of conduct at all times. Maintaining the respect and dignity for colleagues, clergy and visitors is essential. Employees are also expected to support the creation of a warm, pleasant and hospitable working environment. 

	Compiled By: 
	
	Date: 
	 

	Reviewed By: 
	HR 
	Date: 
	


 
 
	I accept and agree with the details contained in this job description. 

	Signed by Employee: 
	 
	Date: 
	 

	Signed by Employer: 
	 
	Date: 
	 


 

	I hereby declare that I have received and understood the procedures on how to deal with allegations or concerns of abuse and will comply with the Church’s Safeguarding Policies and Procedures  

	Print Name: 
	 
	Date: 
	 

	Signature: 
	 
	Department/Parish: 
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