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Tetbury parish is looking for an administrator to work part time. This is an
excellent opportunity for someone who loves being part of the community and is
looking for a flexible and fulfilling role. To be clear: you don't need to be a
church-goer to be suitable for this role.

Tetbury Church is a busy and thriving place. Across Tetbury and its linked
parishes of Long Newnton, Shipton Moyne and Beverston, there is a great team of
clergy and volunteers involved in the many church activities. These include: the
regular Sunday church services; special church events (eg advent and Easter);
Weddings, Baptisms and Funerals; external events such as the Music Festival ;
building and churchyard upkeep; the primary school, community support etc.

The Parish Administrator is the lynch pin ensuring church activities across the
parishes run smoothly together and everyone knows what they are doing. The
Parish Administrator is the chief church marketer, sending out a weekly
newsletter as well as the friendly and sympathetic voice to couples and families
helping to organise weddings, baptisms and funerals. The responsibilities include:

e Parish Administration
- Maintaining the Benefice (Tetbury, Long Newnton, Shipton Moyne,
Beverston) diary so everyone knows what is going on in each church
- Working with the rector so the clergy know where they are meant to be
- Filing and stationery cupboard
- Managing hire of the Church for external events
e Communications
- Compile, produce and distribute weekly newsletter
- Keep mailing lists updated
- Update website and other social media platforms
- Adhoc - design/produce marketing materials
¢ Administration for Weddings, Baptisms and Funerals
- Completion of paperwork
- Booking appropriate church and updating diaries
- Keeping in touch with Wedding couples and Baptism families
- Booking organists/bellringers/vergers



- Liaising with Funeral Directors

e Tetbury Church
- Opening and closing church as necessary
- Updating notice boards etc

We are looking for someone to fill this role who is/has:
Discreet and confidential
Highly organized and efficient
Good technical skills
Self motivated and able to work on own initiative
Excellent people skills (you will sometimes be dealing with people at a
stressful time in their life)
Calm and patient demeanor

Full training will be given in this role, and you will be well supported.

Benefits:

NEST pension

28 days holiday pro rata

Flexible working — your pattern of hours to be agreed with the Rector. You may
choose to work from home or the office.

To apply or to find out more, please contact Juliet Russell at
julietjrussell@gmail.com or 07770 794893. Applications should include a cover
letter and c.v.




