Church Office Administrator
Our Vision
We long to see our lives and our city transformed by the love of Jesus.

St John's is a growing evangelical Anglican church in Colchester and part of the New Wine network of churches. We are a church of all ages with a passion to see people encounter Jesus, grow as disciples and play their part in God's mission. We believe everyone has a place to belong and everyone has a part to play.
Our Values
Everyone is Welcome
Everyone Gets to Play
We Champion the Next Generation
Spirit-Empowered, Authentic, Courageous Disciples
We Exist for Those Beyond Our Doors
Every member of our staff team plays an important part in helping these values become a reality.
Why this role matters
At St John’s we believe that every person matters.
For many people, the Church Office Administrator will be one of the first people they meet or speak to. Whether someone is making an enquiry about a baptism, booking a room, arranging a funeral, looking for help or simply calling into church for the first time, the welcome they receive really matters.
This role is about much more than administration. It is about helping people feel welcomed, listened to and cared for. It is about enabling the life of the church to run smoothly so that others can focus on ministry. Through countless small acts of service, organisation and hospitality, the Church Office Administrator plays an important part in helping St John’s fulfil its vision of seeing lives and our city transformed by the love of Jesus.


Role Overview
The Church Office Administrator is the welcoming face of St John's during the week. Working closely with the Operations Manager and Vicar, you will provide excellent administrative support while creating a welcoming and well-organised environment.
Purpose
Create a welcoming and hospitable church office.
Respond promptly and professionally to enquiries.
Coordinate church bookings and maintain the church diary.
Support the smooth running of church life through excellent administration.
Responsible To
Operations Manager
Core Responsibilities
Christian Hospitality and Welcome
Welcome everyone who visits the church during office hours.
Answer telephones, emails and general enquiries.
Receive visitors, contractors and deliveries.
Receive and distribute incoming post.
Help create a warm, friendly and professional atmosphere.
Managing Church Bookings
Handle bookings from initial enquiry through to invoicing.
Liaise with hirers, caretaking and cleaning teams as appropriate.
Managing the Church Diary
Maintain the central church diary.
Coordinate room bookings and minimise diary clashes.
Occasional Offices
Handle initial enquiries regarding baptisms, weddings and funerals.
Coordinate with clergy, vergers, musicians and volunteers as appropriate.
Maintain records and prepare invoices where required.
Office Administration
Order office stationery and church supplies.
Maintain office systems and filing.
Update ChurchSuite records.
Produce letters, documents and routine correspondence.
Support the staff team with general administration.
Working with Volunteers
Work alongside and support volunteers, helping them serve effectively.
General Expectations
Attend meetings relevant to the role as agreed with your line manager.
Maintain confidentiality and professionalism.
Work collaboratively with staff and volunteers.
Support the vision and values of St John's Church.
Undertake other reasonable duties appropriate to the role.
Professional Development
St John's will support appropriate training and development, including opportunities to attend New Wine Leaders' Days and other relevant conferences where appropriate.
Hours
20 hours per week.
Based at St. John’s Colchester church office 
Normally 10.00am–2.00pm, Monday to Friday. (some flexibility) 
Flexible working possible, including term-time only by agreement.
Salary 
£13.45 per hour with an annual review as part of the church’s staff salary review process 

Person Specification
Essential
Committed Christian able to support the vision and ministry of St John's.
Warm, welcoming and approachable.
Excellent organisational and communication skills.
Good IT skills and willingness to learn ChurchSuite.
High attention to detail.
Able to work independently and as part of a team.
Desirable
Previous administration or customer service experience.
Experience of ChurchSuite or similar systems.
Experience in a church, charity or voluntary organisation.
Understanding of baptisms, weddings and funerals in the Church of England.

Applications

· Closing date Wednesday 16 September
· Please submit your CV and a covering letter to office@stjohnscolchester.org.uk
· Potential Interview date: 28 September

For an informal conversation please email office@stjohnscolchester.org.uk


