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St Chad’s Handforth Parish Administrator 

Who we are
St Chad’s is the local Anglican parish church of Handforth, Cheshire. We are a Christian fellowship whose vision is to “Know Christ and make Him known” in our community. We are a diverse group of people from a variety of ages, cultures and backgrounds where everyone is welcome to find their place within the family of God.

The parish of Handforth has a population of approximately 10,000 and is now beginning to think of itself as a town rather than a village due to new local housing developments on all sides.

There are many activities regularly taking place at St Chad’s, including a community café (Café Aroma) which is open twice a week, house groups, explorer courses (such as 321/Alpha) and we meet to worship on Wednesdays at 10.30am and Sundays at 10am. We have a very close relationship with Hope Central, a Christian charity who seek to bring hope and relieve poverty in Cheshire East through the use of a food bank, food pantry, debt support, job club, life skills courses, etc.

We are looking for an enthusiastic and capable administrator to play an important role in the smooth running of parish life. You will be a welcoming first point of contact for the church, providing practical and administrative support to the vicar. We are looking for someone who enjoys working with people, is well organised and adaptable, and can handle sensitive information with discretion and pastoral confidentiality. If you think this person might be you then we would love to speak with you.

Closing Date: 28th Sept 2026 
Interview: 5th October 2026


St Chad’s Handforth Parish Administrator Job Description

Key responsibilities:
· Undertake day to day operational and administrative tasks
· Maintain parish records, files and databases, ensuring all compliance is adhered to
· Provide effective internal and external communication and a friendly welcome to visitors

· Undertake day to day operational and administrative tasks
· First point of contact for all church enquiries via post, email, phone calls, in person, etc 
· Ensure effective internal and external communication
· Alongside the vicar provide support for weddings, banns, baptisms and funerals including processing fees and keeping accurate records
· Administrative help with events e.g. Remembrance, Bishop’s visit, etc
· Administer rotas plus housekeeping of files and docs hard and soft copy
· Oversee room bookings and invoicing
· Stock ordering stationary, etc
· Assist the Treasurer with financial transactions as required
· Prepare and print church materials as required

· Maintain parish records, files and databases, ensuring all compliance is adhered to
· Working with the DBS and safeguarding leads co-ordinate the safer recruitment of church volunteers
· Act as GDPR officer and Electoral Roll officer
· Update Charity Commission re personnel changes
· Monitor compliance, filing
· Diocese fees monthly return
· Mission statistics annual return
· Accident book, key holders

· Provide effective internal and external communications and a friendly welcome to visitors
· Create and communicate weekly notice sheet
· Keep internal and external noticeboards and banners up to date
· Monthly prayer diary
· Assist with website and social media output as required





Person Specification

· Essential
· Organisational and administrative skills
· Confident using computers and technology
· Excellent interpersonal skills, able to welcome and respond to visitors sensitively
· An appreciation for the Christian faith and an understanding of or willingness to learn about the ethos, values and structures of the Church of England
· Ability to work as part of team and alone

· Desirable
· A flair for design and presentation in both digital and printed materials
· Experience of working in a church or charity organisation
· Experience managing websites and social media platforms

This post is subject to referencing and the appropriate level of DBS check




Working Arrangements

· Permanent contract (subject to a 3-month probationary period)
· One month’s notice period (after probation)
· Accountable to the vicar

Working Hours:
· 12 hours per week, typically over 3 days with a degree of flexibility
· Regular working pattern to be discussed and agreed

Location:
· Based in the Church office at St Chad’s Church, Handforth

Salary range: £14-£16 per hour based on experience

Holidays: 15 days (60 hours) per year plus bank holidays 
(Based on 25 days plus bank holidays pro rata. Full-time-equivalent 37.5 hrs/week)

Pension: The PCC will automatically enrol you in a workplace pension scheme, in accordance with its legal duties under the Pensions Act 2008
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