
St Augustine’s, Wrangthorn. 

Job Description – Church Office and Hall Manager. 

 

Main Purpose 

To deliver the day to day administration of the church and hall and work with the PCC to 

ensure the effectiveness of their operations.  

Accountability  

The role would be line managed by the Priest in Charge or the Wardens and would be 

accountable to the PCC.  

 

Terms or Conditions  

 20 hours per week Monday to Friday 

 Salary up to £20,000pa Full Time Equivalent (pro rata £10,667) depending upon 

experience.  

 There will be a probationary period of 6 months 

 This post requires an enhanced DBS disclosure  

 

Key Responsibilities  

Administration  

 Ensure the effective and efficient operation of the church office 

 Maintain and develop office systems to ensure good data management and effective 

communications.   

 The production and communication of rotas 

 The production of resources for Sundays and church activities including the weekly 

notice sheet and advertisements.  

 Manage the church diary for bookings.  

 Manage the hall bookings including ensuring booking forms are completed, and 

invoices are raised.  

 Keep the proper governance of St Augustine’s in review and ensure good 

communication with the diocese.  

 

Finance 

 Support the Treasurer in the handling of the day to day finances of the church.  

 Produce invoices and organise the payment of bills for the church and hall 



 Maintain accurate records and administrative data for purposes of evaluating and 

monitoring finances  

 Maintain the confidentiality of clients, agencies providing services, staff and the 

operations of the organisation.  

 

Buildings.  

 Work with the church wardens to oversee the day to day upkeep of the church  

 Work with the hall committee to maintain the upkeep and day to day functioning of 

the hall. 

 Ensure that all proper policies and procedures applicable to the use of church and 

hall premises (health and safety, insurance, music licenses, etc) are in place, so as to 

comply with current legislation and good practice, and to manage risk effectively.  

 

General duties 

 Attend the weekly prayer meeting  

 Deal promptly and courteously with visitors and enquiries, offering prayer where 

appropriate 

 Provide reports of work as requested  

 Undertake any other duties that may reasonable be required of the post-holder 

 

Person Specification  

 Essential Desirable  

Christian Experience and Knowledge    

Committed Christian, involved in church activities.  X  

Willingness to work within the authority structures of the 
Church of England.  

X  

   

Personal Qualities    

Good understanding of church life and organisation X  

Ability to handle, with competence, a demanding and 
varied workload.  

X  

Ability to establish strong working relationships with 
colleagues and volunteers.  

X  

Excellent communication skills X  

Excellent self-management and time management  X  

Complete confidentiality and trustworthiness  X  

   

Skills /Experience    

Competent use of Microsoft Windows and Office  X  

Excellent numeracy and literacy skills X  



Organisational ability  X  

Experience of using cloud resources such as Google Drive 
and google docs 

 X 

Experience of using the online accounting package 
Quickbooks.  

 X 

Experience of dealing with cash, standing orders, direct 
debits and invoices.  

 X 

   

Other    

Willing to undergo enhance DBS disclosure  X  
 

 

 

 


