
 

 

JOB DESCRIPTION AND PERSON SPECIFICATION 

 

Job Title Church Buildings Team Administrator 

Salary Grade Band 7 

Section/Team Church Buildings Team 

Reporting to Senior Church Buildings Officer 

Hours of work  21 hours per week for an initial 18mth contract 

Date of issue July 2018 

 

Overall Purpose of Post 

To be the key administrator for the Church Buildings Team, offering helpful and flexible support to a 

small team with a heavy and varied workload.  

 

 

Context in which Diocesan Jobs are carried out 

We want all our people to have good working experiences – and we seek to continually improve 

our working systems and arrangements.  We welcome and encourage new ideas and suggestions 

about what we can do better 
 

 

 

 Responsibilities and 

Accountabilities  

 

Nature and Scope of Role  

1 Administrative support  Faculty Online - Help to maintain the Faculty Online portal, 

ensuring requests for faculties and List B works are recorded 

appropriately and supported by the relevant information, as well 

as dealt with in a timely manner.  Also offer assistance to parishes 

who may have any difficulties in using the system. 

 

Meetings - Support the DAC Secretary with the organisation and 

running of DAC meetings (8-9 per year) including accurate 

minute taking, creation and dissemination of agendas and relevant 
reports, creation of meeting powerpoint, booking meeting venues 

and associated meeting set-up. 

 

Quinquennial Inspection Reports (QIs) - To ensure the smooth 

running of the Inspection of Churches Measure, being the first 

point of contact for all incoming QI reports and their logging, 

issuing annual reminder letters to parishes and where necessary 

chasing overdue reports. 

 



Site visits – To assist in the organisation of site visits, inviting and 

liaising between parties to find suitable dates and times. 

 

Other - Undertaking other standard administrative tasks such as 

scanning, photocopying, mail merges, as needed in support of the 

work of the team. 

 

2 

 

Events and  training  

 

Book venues, make arrangements for catering, book speakers, 

create and issue relevant documentation and resources and be 

available to assist in any way necessary during the events.  

 

3 

 

Communications 

 

Be responsible for updating the Church Building section of the 

diocesan website, including news updates and guidance 

documents.  Lead on any social media links associated with 

Church Buildings. 

 

4 To take an active part in 

the collaborative ethos of 

the Church Buildings 

Team and the wider 

Resources Department 

 

This includes attendance and participation in some meetings, the 

ability to be flexible and to be able to offer new working practice 

to fit changing circumstance.  

 

 

Generic Responsibilities 

 

5 To welcome visitors and/or receive incoming enquiries and telephone calls - dealing promptly 

and courteously with enquiries and ensuring high quality customer service at all times. 

 

6 To ensure that all health and safety instructions are followed and that care is taken to ensure 

safety for self and colleagues, reporting concerns immediately. 

 

7 To undertake as requested other duties as may reasonably be expected. 

 

 

 

 

 

 

 



 

PERSON SPECIFICATION 

 

Attributes Essential  

(or expected to train/qualify to that 

standard) 

Desirable 

 

 

General 

 

 

A high degree of flexibility, trustworthiness, 

organisation and an ability to multi-task. 

 

 

 

 

Qualifications 

and Training  

 

 

A high standard of literacy, numeracy and ICT 

skills. 

 

 

Educated to degree level or 

equivalent in a subject relevant 

to the role (History, 

Architecture, Archaeology, 

Heritage, etc) 

 

 

Experience 

 

 

Experience of office based systems including 

email, databases and a range of Microsoft 

packages (Word, Excel, Outlook, etc) 

 

Experience of organising, planning and 

prioritising a sometimes complex workload. 

 

Experience of team-working 

 

 

Experience of working in a busy 

office environment. 

 

  

 

Knowledge, 

skills and 

abilities 

 

 

Confident telephone manner 

 

Ability to listen and accurately record 

 

Excellent organisational skills 

 

 

Working knowledge of the 

Church of England and its 

structures and processes. 

 

 

Personal 

Qualities 

 

 

 

To be sympathetic to the overall Christian 

mission of the Church of England.   

 

Willingness to work pro-actively and take the 

initiative. 

 

Have a keen eye for detail. 

 

Have a good interpersonal skills and a 
willingness to deal with a wide variety of 

people. 

 

 

 


