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JOB DESCRIPTION

JOB TITLE:		Church Administrator

BASED:		Lewsey Christian Centre
                          
RESPONSIBLE TO:	Pastor and the Church Council 

WORKING with:                    Church members, Nursey Team and the public

PART-TIME:                          15hrs per week (£xx per hour) - Specific hours as agreed

Objective
A person who is a committed follower of Jesus Christ; teachable, loyal, integral, accountable, and exampling humility etc. You will express a strong work ethic and high self-initiative, an ability to keep on task, motivated, and an initiative-taker.

JOB PURPOSE:     
To coordinate and facilitate the administrative functions of the church in close cooperation with the Pastor, Teams and other officers of the Church and to act when required as personal assistant(s) to the Pastor/Church officers. 


Main responsibilities include, but are not restricted to:
	Secretarial

	· Helping with the production of printed materials as required
· Filing of Church information and records.
· Sending out mailings via mailing list (notice sheets, rotas etc.)
· Helping to co-ordinate, prepare and update the 4-monthly service rota and distribute via email and hard copies
· Book meetings and circulate agendas/ previous minutes
· Take minutes of meetings and circulate decision and actions needed
· Ordering of items for Church as required.

	Safeguarding/DBS

	· (Safeguarding) Providing admin support for safeguarding officer by printing and displaying policies, sending out invitations to safeguarding training and keeping records of those who have received safeguarding training.
· (DBS) Overseeing or involve in the process when a DBS check is required for a new appointment.  Keeping records of those who have had a DBS check, setting reminders when checks need to be renewed and ensuring these are completed in a timely manner.

	Administration

	· Acting as first point of contact for all enquiries whether in person, by phone, post, or e-mail, ensuring they are dealt with politely and professionally and followed up appropriately
· Contact new visitors and facilitate visits and follow-ups – update records  
· Producing weekly notices/newsletters via email and hard copy for church.
· Developing and maintaining computerised records including regular backing up.
· Acting as Data Lead for GDPR
· Keeping notice boards, literature rack & sign up table in church up to date and tidy.
· Producing posters, flyers and invitations when necessary
· Proving admin support for Pastor, Ministry leads, and new Trustees 
· Liaising as necessary to ensure that the church website, other media and presents well with all necessary information easily accessed.
· Ordering office stationery and church supplies e.g. communion wafers/wine, tracks, banners etc.
· Arranging the servicing of office equipment in-coordination with the Nursery
· Checking and restocking first aid kits regularly
· Communicate and notifying all stakeholders
· Keeps the master church calendar and keeps updated to avoid conflicts of Church programme/ diaries for the year
· Keep record of and inform the Minister of any day-to-day operating and maintenance issues.

	Occasional Duties [Weddings, Baptisms & Funerals]

	· Sending out wedding application forms, liaising with the Pastor to compile confirmation letters to send out, liaise with Worship Lead if required, liaising with flower team, writing up marriage registers and certificates and keeping records of all weddings. Sending quarterly nil returns or marriage returns to council registrar

	· Sending out enquiry forms relating to the Christening for a Child, keeping a record of all thanksgiving, Christening, Baptism enquiries & services, and maintaining registers and records of all and the issue of Certificates

	Liaising with funeral directors and families to book burials & interments, arranging contacts with families and keeping records of all funerals etc

	Church Auditorium Hire

	One-off hall bookings) 
· Liaising with Facilities committee for their opinions prior to going ahead – Liaise with Finance Team on the rates, arrange viewing dates, contracts and access plus the keys 

	· Keeping a calendar of bookings, taking bookings and sending out booking forms, arranging viewings of building, taking payments, arranging collection of keys, liaising with Cleaning Team & Facilities as to how the building was left in order to return deposit to hirer











Personal Specification


	Area
	Criteria
	Essential/Desirable

	Education
	GCSE level or equivalent. 

	Essential

	
	NVQ Level 2 

	Desirable

	
	High level of spoken & written English
	Essential


	Experience
	Experience Office administration – for example reception type work 
	Essential

	
	Personal Assistant to an Executive
	Desirable

	Personal 
	It is an occupational requirement for the person to be a committed Christian (Equality Act 2010) and take an active and prayerful role in the ministry of the Church
	Essential

	
	Energetic, warm friendly, and outgoing
	Essential

	
	Able to work unsupervised; self-motivated 
	Essential

	
	Discrete & confidential 
	Essential

	
	Fully supportive of the church’s values, beliefs and commitment
	Essential

	Skills, knowledge and abilities
	New technology – social media, websites etc. 
	Desirable

	
	Accuracy, attention to detail. 
	Essential

	
	Competent in handling cash 
	Desirable

	
	Communication – good face to face verbal skills with hirers and visitors to the church 
	Essential

	
	Able to use other office equipment – phone etc.
	Essential

	
	Good organisational ability
	Essential

	
	The ability to work to deadlines and multitask
	Essential 

	
	Open to training and learning new skills
	Essential
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	Disclosure and Barring Service  (DBS) Check

	The position involves contact with Children and Vulnerable Adults; the post-holder will be required to undergo Enhanced DBS Clearance and any offer of employment will be subject to the outcome of this check being satisfactory. 

	Right to Work checks and other references

	Appointment would be offered subject to the receipt of two satisfactory references, one of which must be from your current or last employer. You will be asked to supply the details of referees upon the offer of employment. Employment with the Lewsey Christian Centre is conditional on you producing certain documents that provide us with appropriate evidence of your eligibility to work within the UK. 
In most cases, this can be done by producing a British, Swiss or European Economic Area passport or national identity card. If you are unable to produce one of these documents, please contact [Name or email], who will be able to provide you with details of other acceptable documents.


	Employers Details

	Lewsey Christian Centre 
	Radnor Road, off Tomlinson Avenue, Luton. LU4 0UG
Email: dlewseypentecostalchurch@hotmail.co.uk 
Send in your CV and letter to this email address.

	For question about the job 
	Address your questions using the email address above 

	Closing Date
	DD/MM/ 2026

	Interviews 
	Week commencing DD/MM/2026
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