JOB DESCRIPTION
Parish Administrator for the parish of Upton-cum-Chalvey
	Location
	Working from home and from church buildings as required.

	Salary
	£18.00 per hour.

	Hours
	12 hours to be week, times to be agreed.

	Reports to
	Rector



The Parish of Upton-cum-Chalvey consists of three churches: St Mary’s, St Laurence and St Peter’s. There is one Rector, one Team Vicar, one associate priest with PTO and 2 LLMs with PTO and a number of volunteers who work within the church communities. Upton-cum-Chalvey is part of Slough in Berkshire and is a diverse and multifaith area.
Job Purpose
The role of Parish Administrator is to facilitate administration and communication within the parish for all three churches by:
1. working closely with the clergy and other church officers;
1. be a first point of contact with the church for the public.
Key Relationships
Clergy and church officers, members of the public and external contractors.
Key Responsibilities
1. Responding to enquiries effectively and politely, recording and disseminating information as appropriate. Referring pastoral matters to the clergy when necessary.
1. Assisting with church communications, which includes producing the weekly pew sheet and posters for the noticeboard as well as dealing with post, emails and phone calls. Conduct register searches and prepare copies.
1. Providing administrative support for worship, by ensuring that all printed materials are ready on time, including services sheets and rotas.
1. Supporting the administration relating to baptisms, funerals and weddings; ensuring that registers and other paperwork are completed, and all relevant people (organist, vergers…etc) are informed, in a timely manner. Completing certificates and schedules.
1. Being responsible for general office management and administration, maintaining an easily navigable filing system electronically, or in hard copy; monitoring and ordering office supplies, including liaison with suppliers, and keeping office equipment serviceable. Initially, some of this work will involve working with the Rector to put administrative systems in place.
1. Liaising with volunteers who maintain the Parish website, ‘A Church Near You’ website, and other social media, including Facebook and WhatsApp, up to date.
1. Receiving reports and messages regarding equipment and maintenance of church premises and relaying them to Churchwardens for attention as appropriate.
1. Collating and updating the Parish Calendar and managing bookings. Maintaining the Prayer List and Google drive.
1. Assisting the Electoral Roll Officer in the updating of the Electoral Roll.
1. Printing and distributing the annual report in conjunction with the Rector, PCC Secretary, and Parish Wardens.
1. Holding keys to the churches.
1. Comply with Church of England safer recruitment policy and complete appropriate safeguarding training and DBS check.
1. Receive income by card or cash and issue receipts.
1. Attendance at online Ministry Team meeting when required.
1. Any other tasks consistent with the role as required.
PERSON SPECIFICATION
1. Qualifications and Education: English and Mathematics GCSE or equivalent. Good standard of written and spoken English.  (E)
1. Experience: Work in an administrative role including contact with the public.  (E)
1. Technical skills: Able to use Microsoft Office suite, Word, Excel, Outlook etc. Gmail, Google-drive. Teams, ZOOM and Google Meet.  (E)
1. Soft Skills: Well-organised, efficient, approachable, good understanding of confidentiality and GDPR (E). Personal knowledge of the Church of England  (D)
1. Personal attributes and qualities: Adaptable and flexible, (D)
E = Essential, D = Desirable
OTHER
The administrator will be a Contractor for Tax and NIC purposes.
They will be issued with a ‘phone and laptop for the performance of the duties.
Probationary period to be 3 months.
The administrator will be required to undergo a Basic Disclosure Check before appointment.
The administrator will normally work for 47 weeks per year including Holy Week and the week before Christmas Day.

















St Mary’s Rectory
34 Upton park 
Slough
SL1 2DE

4th November 2026.


PARISH ADMINISTRATOR: UPTON-CUM-CHALVEY

Thank you for your interest in the post of Parish Administrator in Upton-cum-Chalvey. The enclosed job description describes who we are looking for and what we expect for the post. This is a new position for this parish so inevitably we may need to spend some time initially working out the best way to manage the work. There will also be some one-off tasks at the beginning to set up systems for the longer term.
The list of tasks in the job description may seem quite long, but it is worth noting that not all these tasks would be undertaken frequently or regularly. Administration for pastoral offices, (weddings, baptisms and funerals) is an important part of the job, but we have had only one wedding a year recently and around six baptisms. On the other hand, dealing with enquiries and bookings will require availability several times in a week.
Please apply by letter enclosing a CV and provide two references from adults who are not relatives. You should also complete the Declaration of Suitability form which is enclosed. If you are not a UK passport holder you will need to demonstrate your right to work in the UK. 
If you have any questions about the post, please feel free to contact me.

Yours sincerely

Fr Scott Lamb
01753 529988
rectorucc.slough@gmail.com







Declaration of Suitability
Parish of Upton-cum-Chalvey
Parish Administrator
4th November 2026.

STRICTLY CONFIDENTIAL
As an organisation, we undertake to meet the requirements of the General Data Protection Regulations which became effective on May 25th 2018, and all other relevant legislation, and comply with the expectations of the Information Commissioners Office relating to the privacy and management of data about individuals.
You are asked to complete this form, and return it in a separate sealed envelope
To: 		_________________________________________________________________________
(Name of Recruiter/responsible person in place of worship/organisation 

Address: 	_________________________________________________________________________

_________________________________________________________________________

Position/Role: __________________________________________________________________________

The expectations of this role are that you; have no relevant unspent convictions, are not currently the subject of any criminal investigation or pending prosecution, and that there is no cause for concern regarding your conduct with children, young people or adults at risk in the context in the role for which you are applying.  You are also expected to complete all relevant safeguarding training and engage in the process of safer recruitment.
It is also expected that if you become the subject of a criminal investigation, or a social services investigation, you will inform the relevant person in the organisation. You should also be in agreement with any Code of Conduct applied to your role and agree to abide by it. If you have any concerns regarding your suitability for the post that you have applied for, you should discuss this with an appropriate person and NOT sign this form
Declaration
I (full name), 	___________________________________________________________________ 

of (address) 	___________________________________________________________________

________________________________________________________________________
Understand the expectations of this church/organisation (as detailed above), agree to uphold them and will inform the relevant person if this situation changes.

Signed: ______________________________ Date: ______________________________


