
Job Title: Assistant Church Administrator 

Reporting to: Church & Finance Administrator  
Employment Term: 10 hours per week, including Fridays 

Salary: £9.60 per hour  

 

We’re an open evangelical church in South Tonbridge in Kent linked to New Wine and we are seeking to 

appoint an Assistant Church Administrator. 

 

 
That’s our vision, plain and simple. But despite its simplicity, it’s huge! It will require a great effort to fully 

grasp the impact of that for ourselves, while at the same time building a church that reaches and serves 

the many thousands in our community. To help, we’ve broken it down into four streams: 

 

Our desire is, together, to be fully committed to growing as disciples of Jesus. That means we’re going to 

be committed to nurturing, sustaining and inspiring an ever-closer and deeper personal and collective  

relationship with God. 

 

Our desire is to create environments where authentic relationships can flourish and where we can  

encourage one another to grow as disciples. We know that growing as disciples is not something any of us 

can do on our own. We recognise our need of others for support, guidance and encouragement, and 

their need of us. 

 

Our desire is to equip, encourage and enable each other, both individually and together, to share the  

incredible news of Jesus in all that we do, wherever we are. 

 

Our desire is to enable and equip disciples to bring hope to our world. We want to look beyond our own 

immediate surroundings and be champions and catalysts for justice and mercy throughout our world. 

 
 

As part of the Admin and Support Team to assist in the provision of effective administration, in support 

of the ministry and vision of St Stephen’s.   

 

To act as the first point of contact for visitors and callers to the church office when required, offering a 

warm welcome and support for both members of the public and of the congregation when 

necessary. 



 
  

To work with the Operations Manager and Church Administrator to provide effective administrative 

support to the clergy and church ministries. 

To represent the church when required as the first point of contact for visitors to the office and 

telephone callers. 

To ensure the smooth running of church services by coordinating the production of service plans and 

termly rotas, ensuring that there are people to fill the various roles required and that the EasyWorship 

schedules are loaded as required.  

To complete Diocesan and CCLI reports. 

To provide administrative support on fabric and maintenance issues. 

To ensure that there are adequate supplies for refreshments, stationery and cleaning materials at all 

times and to order other supplies as requested. 

To assist the Church Administrator in coordinating the hire of church buildings, arranging bookings, 

ensuring there are no clashes with church events. 

To provide general support to the administration team. 

To take an active role within the St Stephen’s Church staff team, attending staff meetings as agreed 

with your line manager. 

To fulfil any other responsibilities appropriate to the role as agreed with your line manager. 

 

Experience: 
 

Experience of working in an administrative position.  

Experience of working under pressure and without direct supervision. 

Experience of working with Microsoft Word, Excel, PowerPoint and Publisher. 

Experience of face-to-face contact with members of the public. 

Personal qualities: 

Sympathy with the teachings of the Christian faith and the values of St Stephen’s Church.  

Strong organisational skills and the ability to prioritise effectively. 

A proactive approach to tasks and the ability to move things forward. 

Ability to juggle longer and short term tasks. 

Willingness to be flexible and adaptable in an unpredictable environment. 

A strong team player. 

Good oral and written communication. 

A heart for people with a caring and welcoming approach to visitors, but with the ability to say ‘no’ 

when required. 

Ability to maintain confidentiality.   

 
Employee’s signature:   
 

 

Employee’s name:   
 

 

Date:   



Hours: 

10 hours per week including Fridays. 

Hourly Rate: 

£9.60 per hour. 

Work Base: 

St Stephen’s Church, 35 Waterloo Road, Tonbridge, TN9 2SW. 

Holidays: 

25 days a year and all bank holidays, rising by one day per complete year of service up to 30 days, pro 

rata to the hours worked. 

Pension: 

A Pension is available through The People’s Pension, based on the Government’s auto-enrolment scheme. 

Safeguarding: 

There is no requirement for a DBS in this role but you will be expected to complete safeguarding training as 

agreed by the Safeguarding RSG. 

St Stephen’s Church, Waterloo Road,  
Tonbridge, Kent TN9 2SL 
t. 01732 771977 
e. office@ststephens.org.uk 
w. ststephens.org.uk 
Charity Number. 1132563 


