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Benefice Administrator

Introduction

We are seeking to recruit a Benefice Administrator for 10 hours per week.
Key roles for the administrator
· act as a PA for the incumbent, Revd Paul Fillery, (producing service sheets, including some project management and assisting with diary management)
· provide administrative support to the Benefice Ministry team, officiating clergy and readers, wardens, toddler group leader, organists and other church officers

· be responsible for the production of the weekly pew sheet
· ensure that there is good publicity within the benefice e.g. producing posters and flyers and maintaining the Benefice websites
· act as baptism co-ordinator and weddings co-ordinator for the Benefice

· be responsible for various routine administrative matters e.g. annual reports, benefice directory, funeral records, maintaining the church diary, rotas, wedding returns, weekly readings
· complete other administrative tasks as required to support the work of the benefice and in negotiation with the incumbent.
Benefice profile

Our benefice was formed in April, 2014, when the existing benefice of Martock with Ash united with Kingsbury Episcopi.  We are situated in South Somerset, in the Diocese of Bath and Wells.  The Benefice covers a small geographical area. Martock is 7 miles west of Yeovil. 1 mile from the A303 on the edge of the Somerset Levels. Ash is situated about 1 mile away from Martock and Kingsbury Episcopi 3 miles.
There are three churches serving the three parishes. Whilst each church and parish has its own strong sense of community, a growing sense of being a family of churches working together has become established. Each parish has an individual PCC, although the three PCCs do come together to meet as a tri-PCC when necessary. Sunday services are led by members of our Benefice Ministry Team, which includes the incumbent, retired clergy, a Lay Reader and Lay Worship Leaders.
Each of the three parishes has a Primary school, all of which have good links with our churches. Our churches play their part in the network of relationships which create and bind our communities, working with parish councils, schools and various other groups. 
The churches are embarking upon a new and exciting journey together as we seek to discover God’s plans for us and the distinctive communities which we serve. You would be joining our Benefice at a pivotal moment as the Ivelchester Deanery, of which we are part of, is undergoing a number of changes. Our aim is to look beyond our church walls and work creatively and imaginatively together to reach out with God’s love to all who live in this place.
As Administrator, you will be part of the team involved in shaping and forming this next stage of our Benefice journey.

Person specification
	
	Essential
	Desirable

	Education & Qualifications
	GCSE (or equivalent) C or above in both Maths & English
	Have appropriate administrative / secretarial qualifications

	Experience
	Have previous secretarial experience and used to managing small projects
	Have previous experience in a customer service environment

	Key skills
	Ability to relate well to people of all ages.

A sense of humour
A willingness to be part of the growing vision within the benefice and embrace new approaches or initiatives.
Have good IT and typing skills and a working knowledge of Excel, Powerpoint, Publisher and Word.
Able to proof-read documents accurately
	A creative flair

Knowledge of setting up/maintaining a website

Comfortable working with figures 
An awareness of Anglican liturgy.
Social media knowledge and skills would be helpful.

	Ethos
	In sympathy with the aims and ethos of the Church of England
	Have a good appreciation of the Church of England and the communities of Martock, Kingsbury Episcopi and Ash.



Details of employment
At present, the work is based in the Benefice Office which adjoins the Vicarage in Martock. The weekly routine should include 5 hours on a Wednesday and 5 hours on a Friday. Once agreed, these hours should remain constant. The office has its own kitchen that can be used to prepare hot drinks and snacks.
The successful applicant will be employed by Martock PCC (with contributions from the other two parishes) on a PAYE scheme, but the option of being self-employed is available. Payment would be made monthly in arrears.
Remuneration is calculated at £10.92 per hour, 10 hours a week, for 48 weeks a year.
Application process

For more information, please contact Rev. Paul Fillery on 01935 826113 (day off Mondays) or email paul@pfillery.plus.com
To apply, please email your C.V. and a letter of application outlining why you are suitable for this post to Rev. Paul Fillery (paul@pfillery.plus.com) by 5.00 p.m. on Monday 5th June, together with the name and contact details for two referees, one of which should be a previous employer.
Interviews are scheduled to take place on Wednesday 14th June, 2023.
The start date would be mid/end July with time for a handover with the present Administrator (to be agreed).
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