
Job Title: Office Administrator   

Accountable to: Director of Operations  

Working Week: This is a part time post of 28 hours per week  

Holidays:   Pro rata 25 days plus Bank Holidays. 
 
Salary and pension:   £22,000- 24,000 pro rata dependent upon experience. There is a work place 

pension scheme.   
 
Purpose and Role: 
 
St Barnabas is a vibrant and diverse church in Kensington. We are passionate about welcoming 
all in Jesus’ name, growing together as his disciples and stepping out in God’s mission to all 
nations. We are keen to recruit an enthusiastic and energetic person to join our growing team at 
an exciting time in the life of our Church, to ensure the smooth running of the church office and 
the provision of administrative support to the Leadership Team in areas such as worship, 
children’s work, missions and events. We are seeking a dynamic, self-motivated individual who 
is keen to use their knowledge and skills to improve the processes we already have and instigate 
new ideas and as such there is scope to develop this role in line with Church vision.  
 

 
Responsibilities:   

• First contact with visitors in person and over the phone, including a willingness to provide 
immediate pastoral care when needed 

• Management of the church’s database and Planning Centre, particularly in relation to rotas, 
groups and the Welcome Procedures 

• Administration of weekly services 
• Administrative support for Leadership and Ministry Teams (including Children and Youth 

Ministry, Church Hubs, Missions and Worship) 
• Ordering and managing equipment and supplies for the office, services and events.  
• Assisting the Director of Operations with Church Events  
• Organising external bookings for the Church and liaising with the Buildings Manager with 

regards to this 
• Running and keeping the Church Calendar up to date 
• Managing the DBS application procedure 
• Administration of school applications  
• Day to day receiving and banking of collections 
• Managing church bookstall 
• Attendance at weekly staff prayer and team meetings 

 

 

 

 



Person Specification 

• Excellent IT skills, at ease with computer based information and communication technology 
and Microsoft Office. 

• Excellent interpersonal skills; able to communicate with all people, whatever their age, 
background or life stage. 

• Outgoing and personable 
• Able to work as part of a team, but also able to work independently as required 
• Organised, able to prioritise workload, demonstrating a flexible attitude to completing tasks 
• Familiarity with Planning Center Online, Church Suite, or other church applications a plus. 

 

There is a genuine occupational requirement that the post-holder is a practising Christian. The post-
holder would be required to participate in weekly team worship, lead team devotionals, pray with 
members of the church or staff, offer immediate pastoral care etc. 

The role of Office Administrator is a key one for the staff team and life of the church as often they will 
be the first point of contact with the Church.  A willing, can do attitude is essential as no two days will 
be the same!  Discretion is also required particularly when fielding pastoral issues.   


