
Church Administrator
Application pack 2021

Please email your completed application
to info@pipandjims.org.uk 

by 09.00 Friday 30th July

mailto:info@pipandjims.org.uk


Background

St Philip and St James (known as Pip and Jims) is a thriving Church of England parish church serving 
the Bath Road, Suffolks and the Park area.  We are part of a wider team of five Anglican Churches 
serving south Cheltenham who work together in ministry and mission.  We have around 200 people
who worship with us as well as regular christenings, weddings and funerals.  At Christmas and 
Easter we host a series of school services and other large events often attended by several hundred
people.  We also have strong connections with St James’ Church of England Primary School 
(www.stjamescofeprimary.co.uk).  To discover more about the Church, you can visit our website: 
www.pipandjims.org.uk or see more via Facebook and other social media @pipandjims.

In May of this year we reopened following a £3m redesign which took eighteen month to complete.
This has created a flexible church for the 21st century at the service of its local community and you 
can find BBC coverage of this here:  https://fb.watch/6s8dMGtvWw/

As our community exits lockdown we are looking forward to a busy autumn of Church and 
community events which can help to rebuild both our community life and our wider social capital.  
This is an exciting time of change and we need someone who is flexible, organised and confident, 
someone who is able to balance people skills with good administration and an eye to detail.  The 
successful postholder will work alongside our Community Engagement Officer (CEO) working 
closely with them to ensure the smooth running of church and community activities.

 Overall purpose of post

To provide administrative support to the Team Rector and Churchwardens in order to ensure the 
smooth running of St Philip and St James, Leckhampton.

Main duties

1. To run the Church office and, in conversation with others, to develop systems to 
improve its effectiveness.

2. To respond to emails, telephone enquiries and provide a point of contact for venue 
users.

3. To produce weekly news sheets and service sheets in consultation with the Team 
Rector and Churchwardens

4. To manage enquiries, bookings and paperwork regarding occasional offices 
(christenings, weddings and funerals)

5. To produce Church service rotas in consultation with the Team Rector and 
Churchwardens

6. To maintain and update the Church website and to develop regular and engaging 
posts of news and information for our social media accounts @pipandjims

7. To maintain our database of Church members, produce mail merged letters several 
times a year and ensure that it remains GDPR compliant

https://fb.watch/6s8dMGtvWw/
http://www.pipandjims.org.uk/


8. To receive and account for monies received for bookings and donations

9. To liaise with designers and printers for publicity, especially around Christmas and 
Easter

10. To work in close co-operation with the community engagement officer to ensure co-
ordination of church and community events with the ability to provide cover for one 
another as and when required.

11. To provide administrative support for Team wide events, as agreed with the Team 
Rector

12. Any other duties commensurate with this role 

Person specification

Essential

1. Previous experience in a professional administrative environment

2. Excellent administrative skills including close attention to detail, prioritisation of workload 
and an ability to work to deadlines

3. Excellent interpersonal skills and an ability to work creatively with volunteers, community 
groups and venue users.

4. To be in sympathy with the inclusive, Christian ethos of St Philip and St James, Leckhampton 

5. A positive can-do attitude to problem solving in a small-scale voluntary environment 

6. Excellent computer skills including Word, Excel, email and use of online resources.

7. An ability to manage a database and to produce mail merged letters and address labels

8. An ability to work flexibly to hit deadlines when required.

Desirable

1. An understanding of the workings of the Church of England including the parish governance,
the annual lectionary and legal requirements regarding weddings.

2. Experience of updating WordPress websites and use of social media for marketing purposes

3. Experience of handling and accounting for cash



Terms and conditions

Location:  St Philip & St James Church, Grafton Road, GL50 2DD.
Hours:  25 hours/week, (We are hoping that between the administrator and CEO we can 

develop flexible working patterns to maximise staffing of the office during church 
opening hours).

Pay: £10.50/hour
Manager:  You would be managed by the Team Rector, Rev. Nick Davies, meeting on a weekly 

basis.
Leave:  Your holiday entitlement will be 28 days/year pro rata (inc. public holidays).

Application

Please apply using the form below and emailing it to info@pipandjims.org.uk.  In section four 
please outline why you are applying for this role and please use the person specification above to 
tell us why you are the person best suited for this job.  

Deadline: 9am Friday 30th July (Shortlisted candidates will be informed by Friday 6th August)

Interviews: During August, please advise of any dates for which you would be unavailable

Start date:  1st September 2021 

mailto:info@pipandjims.org.uk


Application form
Please complete this application form electronically or in black ink using block capitals.

Section one: personal information

Post applied for:

Family name:
Title:

Preferred name:

Names in full:

Address:
Postcode
:

Telephone:

Email:

Are you eligible 
for work in the 
UK?

Do you possess a current full driving licence? Yes/no

Details of endorsements

Groups/expiry date

Do you own a car? Yes/no



Section two: employment history

Please note any other employment you would continue with if you were successful in 

obtaining this position._________________________________________________

How much notice is required in your current post?____________________________

From, to 
(month, 
year)

Name and address of 
employer

Job title and duties Salary 
at 
leaving

Reason for leaving

Current

Continue on a separate sheet if necessary.



Section three: education history

a) Professional/practical qualifications obtained (e.g. teaching, social work).

From To Qualification/experience

b) Further education (college or university). Please give details of any qualifications 
obtained.

From To Organisation and qualification

c) Principal secondary schools

School Qualifications and details



Section four: reasons for applying for this post

Please detail here your reasons for applying for this post.
You should include experience obtained in your present and past roles that would be relevant to 
this post and what particular skills, knowledge, and experience you would bring if appointed. 
Continue on a separate sheet if necessary.



Section five: criminal record

Where appropriate, posts may be eligible for criminal record checks.  It will be clear from the job 
details the level of check and any subsequent offer of employment will be based on the outcome
from such a check.  Do you have any convictions, cautions, reprimands or final warnings that are 
not “protected” as defined by the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 
(as amended in 2013) by SI 2013 1198?
https://www.gov.uk/disclosure-barring-service-check/documents-the-applicant-must-provide-
http://www.legislation.gov.uk/uksi/2013/1198/pdfs/uksi_20131198_en.pdf

Section six: references

Please give names and addresses of two persons from whom the company may obtain both 
character and work experience references (one must be your present or most recent employer). 
Please obtain their permission. If you are applying for a post which requires unsupervised access 
to children/vulnerable adults, the diocese reserves the right to approach any past employer for a 
reference. 

Name:

Position:

Occupation:

Address:

Postcode:
Telephone:

Email:

Relationship 
with 
applicant:

May we approach your referees prior to interview? Yes/no

http://www.legislation.gov.uk/uksi/2013/1198/pdfs/uksi_20131198_en.pdf
https://www.gov.uk/disclosure-barring-service-check/documents-the-applicant-must-provide-


Section seven: declaration
Please read this carefully before signing this application.

a) I confirm that to the best of my knowledge and belief, the above information is complete 
and correct and that any untrue or misleading information will give the PCC the right to 
terminate any employment contract offered.

 
b) I agree that the PCC reserves the right to ask relevant questions about an individuals’ 

health after an offer has been made, and only where appropriate will request a health 
assessment through occupational health.   Should further information be required and 
the PCC wish to contact a doctor with a view to obtaining a medical report, the law 
requires them to inform the individual of this intention and obtain their permission prior 
to contacting their doctor.  Again, this is done through the diocesan occupational health 
adviser.  Information the diocese receives will only be retained on a personnel file during 
an individuals’ tenure in post and will be only stored/processed in accordance with the 
Data Protection Act.

c) I understand that the diocese has in place safer recruitment practices and I agree that 
where a role may require a criminal records check the PCC will apply to the Disclosure and
Barring Service for the appropriate level of disclosure.  I have read section five of this 
form and understand that should a required disclosure not be satisfactory, any offer of 
employment may be withdrawn or employment terminated. 

d) I understand that Clergy, ordinands and such employed lay people working for the 
diocese as have duties that require them to represent or speak on behalf of the Church 
(which for the purposes of this policy, includes all employees of the Church) may not be a 
member of or promote or solicit support for a party or organisation whose constitution, 
policy objectives or public statements are declared in writing by the House of Bishops to 
be incompatible with the Church of England’s commitment to promoting racial equality. 
This explicitly includes the BNP.  I can confirm  /  not confirm that I am able to comply 
with this. (please circle as appropriate)

Signature:_____________________________   Date:_________________

Name:________________________________________________________


