[image: image1.png]







St Martin’s Church Administrator
JOB DESCRIPTION

1.
MAIN PURPOSES

a)
To act as secretary and personal assistant (PA) to the Vicar

b)
To provide administrative support to the running of the church and its activities

c) 
To act as the secretary to the PCC.

2.
RESPONSIBILITIES AND KEY TASKS

a)
Vicar's PA

· liaise closely with the Vicar, and handle correspondence as requested (including mail, telephone and email)

· manage the Vicar's engagements and appointments

· ensure that the Vicar (or nominated deputy) can be contacted in emergencies

· maintain conﬁdentiality as appropriate

· provide appropriate support to individuals (e.g. following bereavement) during working hours, only as approved by the Vicar

b)
Communication

· participate in the weekly church staff meeting on Tuesdays; review the events of the forthcoming week; update the church diary and rotas, and liaise with others as necessary

· liaise with the staff of St. Martin's including the Day Centre in support of these ministries

· handle written, telephone and email communications as appropriate

· update internal and external notice boards at St. Martin‘s and St Thomas's in consultation with the Vicar or Churchwardens, and prepare laminated posters for the Outposts in the Parish

· prepare the weekly “The Link” sheet in consultation with the Vicar 

· maintain the online diaries 

c)
Premises lettings

· liaise with prospective and current users, and explain the procedures

· notify the Vicar and Churchwardens of applications to hire – for approval if necessary

· ensure that approved users sign the appropriate forms in advance

· put all bookings (or cancellations) in the church diary

· ensure that users are billed at PCC-agreed rates, keep a record of income, deposits held, and liaise with the church Treasurer

· set the heating each week as appropriate to the bookings

d)
Equipment and security

· keep a register of key holders and advise the Churchwardens of any security exposures

· manage the ofﬁce equipment (including the photocopier) and advise the Churchwardens of faults or safety exposures

· ensure that the office and its equipment is left secured when unattended.

e) 
Office administration and record keeping
· maintain the church ﬁles and registers and ensure the security of these documents

· advise the Treasurer in good time of any need for stationery and consumables (including church coffee/tea and Holy Communion supplies), and purchase such materials as appropriate from authorised suppliers

· manage the petty cash in consultation with the Treasurer

f)
Financial book-keeping
· raise cheques for incoming bills in liaison with the church Treasurer

· post all income into the Kashflow accounting system, based on the weekly income sheets prepared by the church Cash Officer

· post all outgoings into Kashflow based on cheques issued and the bank statements

· raise invoices for the Day Centre and St Thomas’s for their share of relevant invoices (such as utilities and insurance) in liaison with the church Treasurer

· liaise with the church Treasurer over any issues or questions arising from the above

g) 
Regular tasks

· Weekly
· prepare the banns book (if needed)

· prepare (with guidance from the Vicar and others), photocopy and distribute “The Link” sheet for St. Martin's and St. Thomas’s in appropriate numbers 

· Monthly
· in liaison with the Vicar and others prepare, photocopy and distribute the service rotas to everyone involved in the services, and to others who need to know (at least 4 weeks in advance)

· take the minutes of the PCC and circulate these by the close of the following
Monday to the members of the Standing Committee (SC) as paper copies and by email for review. Larger print copy (A3) should be provided, as needed. Following this review amendments suggested by the SC should be incorporated and the amended minutes distributed to the PCC electronically, as well as paper copies to the vicar, chair of the PCC and the Churchwardens at least two weeks prior to the following PCC
· Quarterly
· send marriage returns to Shire Hall

· approximately quarterly, count out the “Neighbourhood News” and put into street bundles, and deliver some if spare time.
· Annually
· in liaison with those responsible, prepare, distribute and post annual rotas for PA, driving, dusting, floor cleaning, welcome, flowers, etc and “The Plan For The Year”

· in liaison with the Vicar and others, coordinate the preparation and printing of the APCM reports
· As required
· type, photocopy and distribute material as requested by the Vicar, PCC or organisations run under the auspices of the PCC (e. g. PCC agendas and minutes, Ministry Partners' prayer letters, various rotas, Christmas/Easter cards)

· Occasionally
· assist with administrative arrangements in connection with baptisms, conﬁrmations, weddings and funerals; tasks may include updating registers, preparation of certiﬁcates and service sheets, collection of moneys, and arrangements for Verger and Organist, sending forms and fees to the Diocese

h) 
Other tasks, as may be required from time to time.

3.
GRIEVANCE PROCEDURES AND RAISING CONCERNS

3.1
Purpose and Scope
These procedures are provided to give all Employees a means of obtaining redress for grievances arising from any aspect of their employment excluding matters dealt with under the Disciplinary Procedure.  Their purpose is to ensure that such grievances are resolved in a timely and fair manner.

3.2
Principles
3.2.1
Employees are encouraged to resolve minor grievances on an informal basis.  However all Employees have the right to raise a grievance formally without necessarily attempting to get the grievance resolved informally.  The Employee will be given adequate opportunity to state the grounds for the grievance orally and in writing at each stage.

3.2.2
Each stage of  the procedure will be implemented as promptly as is reasonably practicable and shall not be subject to undue or willful delay.  At each stage the Employee may be accompanied  and/or represented by a work colleague or friend  acting in a non-professional capacity.

3.3 
Procedure
Written records of all grievances will be made at each stage of the procedure and made available to the Employee.
3.3.1
Stage 1.
The matter should be taken up with the Vicar who will record the facts and take the action which appears most likely to resolve the issue.

3.3.2
Stage 2.
If the grievance is not resolved under stage 1 or is directed against the Vicar personally the matter may be taken to one of the Churchwardens who may meet with the Employee and/or the Vicar either separately or together and recommend action to resolve the matter.

3.3.3
Stage 3.
If the grievance is not resolved under stages 1 or 2 then a special meeting of the Standing Committee is to be attended by the Employee and the Vicar.  The Committee will recommend the action considered most appropriate.

3.3.4
Stage 4.
If the recommendation of  the Standing Committee is not considered acceptable by the Employee or the Vicar, the matter may be referred to an Appeal Committee appointed by the Parochial Church Council in writing.  
Should the grievance or dispute remain unresolved, the Appeal Committee may agree with the employee that the matter should be referred to the Archdeacon to arbitrate in the dispute, any costs of such arbitration is to be met equally by the PCC and the employee. Any decision made by the Appeal Committee will be final.
3.4
Raising concerns.
If the Employee has any concerns during the time of employment the matter should be formally or informally raised with the Vicar (and/or one of the Churchwardens) 
The Grievance Procedure above should be followed if it is felt that the concerns are not adequately addressed. Concerns that cannot be addressed within two weeks should be documented in the Employee's handbook and an action plan drawn up.

4.
COMPLAINTS
Any complaints from members of the public, church members or users of services provided by the church relating to this employment must be sympathetically received, recorded and dealt with as quickly as possible. If the complaint cannot be dealt with immediately the person making the complaint should have the complaints procedure explained and assisted in taking the initial steps in following the procedure.  On no account should anyone be dissuaded or prevented from making a complaint.

5.
DISCIPLINARY PROCEDURES

Any disciplinary action against the employee will take place according to the following procedures:

a) 
the ﬁrst stage will be a verbal warning given by the Vicar or churchwardens. They will specify the complaint against the employee and outline the steps that the employee should take to remedy it (if it is capable of remedy).

b) 
If the behaviour complained of does not improve or recurs, the second stage will be a special interview with the Vicar and churchwardens, followed by a written warning, which will specify the complaint and the remedial steps to be taken. The employee will be given the opportunity to make a written response to the written warning, and/or to request a meeting with the Vicar and churchwardens, with a representative of the employees choice being present if the employee so desires.

c) 
If the behaviour complained of does not improve or recurs, then the employee will be liable to dismissal by a formal written notice of dismissal. The PCC will take the decision to dismiss the employee.

Between each stage outlined above, the employee will be given an opportunity to overcome the shortcomings attributed to them. Notwithstanding the above procedures, the Vicar (or the churchwardens during an interregnum or Vicar's absence) reserves the right to suspend the employee summarily on full pay in the event of a serious breach of the terms of his/her contract of employment, until the matter is decided by the PCC.
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