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	Person Specification
Parish Office Administrator (part time)

	This document describes the skills, experience and attributes that a person needs to carry out the above role.  

	Criteria
	Essential
	Desirable


	Knowledge
	· Must be able to demonstrate a clear understanding of confidentiality and be able to explain when and how to share sensitive information on a ‘need to know ‘ basis
	· An understanding of the Church of England’s parish, deanery and diocesan structure

	Skills
	· Good interpersonal and communication skills, written and spoken
· Experience using Microsoft Office, Outlook, Word, Excel

· Must be well organised and pay attention to detail particularly in preparation of invoices and data handling, etc
	· Experience using software to create publicity
· Experience using social media eg facebook

	Experience
	· Experience of working as part of a team
· Experience of office and administrative work
	· Experience of working within a church administrative role

	Personal Attributes
	· Warm,  friendly, welcoming personality with a professional manner
· Ability to work comfortably when alone in the building
· Able to be proactive and efficient, taking initiative where required
· Respectful of matters of faith and sympathetic to the mission of the church in Titchfield.
· An empathy for people generally with particular awareness of vulnerability 
· To be blessed with patience!
· ‘Can do’ attitude
	· Experience of working in a public facing role


	Qualifications/Training
	· Compliant with St Peter’s Church Safeguarding Policy and Practice
· Willingness to undertake Church of England training as required for the role
	

	Availability
	· 12 hours per week over 3 days to include Friday; opportunity to discuss and agree the 2 other working days
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