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JOB DESCRIPTION: 
ADMINISTRATIVE ASSISTANT

Part-time, maternity cover staff appointment to provide a range of administration duties in support of our weekly programme of ministries and events. 

Terms and Conditions

Hours:	16 hours per week.  Core hours between 9.00am and 1.00pm on Tuesdays and Thursdays, with some flexibility on when the balance of hours are worked across weekdays 

Location:			Church Office

Hourly Rate of Pay: 		£14.49

Line Manager: 			Sarah Clarke

Contract Type: 	Maternity cover – commencing mid/late April 2026 and concluding February 2027 (subject to a 3-month probation period)

Annual Leave: 			4 weeks (pro rata), plus statutory holidays

Duties

Orders of Service

· Based on input provided by rector, prepare weekly orders of services 
· Upload material to Google Drive
· Email orders of service to those involved

Event/Activity Administration

· Managing online event registration on ChurchSuite (e.g. Pathway, Bumble and Bounce, Holiday Bible Club and children’s ministry events)
· Prepare handout materials 
· Provide admin/organisation support for the delivery of special services (e.g. weddings, funerals, Christmas and Easter)

ChurchSuite Rotas

· Ensure roles are covered by managing rotas on ChurchSuite (10am & 11.30am readers, choir, holy communion servers 10am & 11.30am)
Communications

· Deal with emails, phone calls, letters, diary requests
· Filing
· Meet with visitors to church office (e.g. contractors, church members and members of the public)
· Provide updates and input at monthly team meetings

Updating Registers 

· Weddings, burials, baptisms, ChurchSuite

Resources

· Printing/photocopying for ministries and events
· Order consumables and stationery

Policy and Procedures

· Operate in line with policies and procedures outlined in the Bangor Parish Church staff handbook

PERSONAL SPECIFICATION

	Job Title
	· Administrative Assistant

	Experience
	· Minimum of 1 year paid/voluntary working in an office environment/administration role

· Computer literacy in Microsoft Office (especially email) and use of Google Drive

	Qualifications
	· GCSE (a*-c) English

· GCSE (a*-c) Maths

	Skills/knowledge
	· Ability to plan and prioritise task delivery in the context of a busy administrative role

· Ability to communicate clearly – verbally and in writing

· Ability to work as part of a team

	Personal Attributes
	· Flexible and responsive to change

· Demonstrate Christian faith and respect for the values and ethos of Bangor Parish Church and the Church of Ireland 
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Bangor Parish Church
 Administrative Assistant (Maternity Cover)

APPLICATION FORM
Notes to applicants - please read carefully


It is important that this form is completed with sufficient information to demonstrate how and to what extent you meet the job requirements.

Closing date for applications is 12.00 noon on 10 April 2026 – applications received after that time will NOT be considered.

Only those shortlisted will be progressed to the next stage of the recruitment process.

Applicants selected for interview will be notified no later than week commencing 13 April 2026.  

Should you be successful you will be required to produce official original proof of any qualifications which you rely on to support your application.

Canvassing will disqualify.

Appointment to the position will be subject to satisfactory references.


Please complete this form and email it to: liz@bangorparishchurch.org.uk


	PERSONAL INFORMATION

	Title:
	Click or tap here to enter text.
	Forename(s):
	Click or tap here to enter text.
	Preferred Name to be Addressed by:
	Click or tap here to enter text.
	Surname:
	Click or tap here to enter text.
	Address:
	Click or tap here to enter text.
	Postcode:
	Click or tap here to enter text.
	Home Telephone Number:
	Click or tap here to enter text.
	Mobile Number:
	Click or tap here to enter text.
	Email Address:
	Click or tap here to enter text.
	National Insurance Number:
	Click or tap here to enter text.
	Are there any restrictions on your continued residence or employment in the UK?
	☐ Yes 
☐ No (please tick as appropriate)
If yes, please give details.
Click or tap here to enter text.





	EMPLOYMENT HISTORY (Present/Most Recent)

	Details of present or most recent employment and position held

	Date Commenced Employment:
	Click or tap here to enter text.
	Date Left:
	Click or tap here to enter text.
	Employer Name:
	Click or tap here to enter text.
	Employer Address:
	Click or tap here to enter text.
	Job Title:
	Click or tap here to enter text.
	Salary:
	Click or tap here to enter text.
	Reason for Leaving:
	Click or tap here to enter text.


	Period of Notice:
	Click or tap here to enter text.
	Duties and Responsibilities: 

	Click or tap here to enter text.


	EMPLOYMENT HISTORY (Past)

	Details of previous employment and positions held (for up to the last five years if applicable.

	Employer Name and Address 
	Position Held
	Dates
	Reason for Leaving

	
	
	From - To
	

	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.
	
	
	Click or tap here to enter text.	

	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.
	
	
	Click or tap here to enter text.	

	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.
	
	
	Click or tap here to enter text.	

	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.	Click or tap here to enter text.
	
	
	Click or tap here to enter text.	





	REFERENCES

	Please give the contact details of two people, not related to you, willing to act as a referee. The first referee should be your current/most recent employer and be in a direct supervisory/managerial capacity. The second reference, where possible, should be clerical - for example from a minister or senior lay person in the church. Referees should have a detailed up-to-date knowledge of your work. References will only be sought as part of the pre-employment check after interview.

	Referee 1

	Name:
	Click or tap here to enter text.
	Occupation:
	Click or tap here to enter text.
	Organisation Name:
	Click or tap here to enter text.
	Address & Postcode:
	Click or tap here to enter text.
	Email Address:
	Click or tap here to enter text.
	Telephone Number(s):
	Click or tap here to enter text.
	
	

	Referee 2

	Name:
	Click or tap here to enter text.
	Occupation:
	Click or tap here to enter text.
	Organisation Name:
	Click or tap here to enter text.
	Address & Postcode:
	Click or tap here to enter text.
	Email Address:
	Click or tap here to enter text.
	Telephone Number(s):
	Click or tap here to enter text.
	 If you have not named your current employer (or most recent employer) please state why:

	Click or tap here to enter text.




	SHORTLISTING CRITERIA

	ONLY THIS SECTION OF THE FORM WILL BE USED FOR SHORTLISING/SELECTION PURPOSES

	Important Note for all Applicants:

	· For shortlisting purposes, Selection Panels will ONLY use this section of the application form. Candidates MUST demonstrate how they meet the essential criteria in the relevant section.
· For all experience candidates must detail: Employers Name, Job Title and Dates of Employment.
· Each criterion is assessed individually and must therefore be completed in full, i.e. candidates should not rely on information included in a previous answer for another criteria.



	Essential Criteria - Experience

	· Demonstrate a minimum of 1 year paid/voluntary experience of working in an office environment/administration role


	Click or tap here to enter text.
	Essential Criteria - Experience

	· Demonstrate experience of working with Microsoft Office (especially email) and (desirably) use of Google Drive


	Click or tap here to enter text.


	Essential Criteria - Qualifications

	· English and Maths

	
Do you hold a GCSE (grade A* - C) in English?                    ☐ Yes
                                                                                                      ☐ No
Do you hold a GCSE (grade A* - C) in Maths?                     ☐ Yes
                                                                                                      ☐ No





	Essential Criteria – Skills and Knowledge

	Demonstrate ability to plan and prioritise task delivery in the context of a busy administrative role


	Click or tap here to enter text.


	Essential Criteria – Skills and Knowledge

	· Demonstrate ability to communicate clearly – verbally and in writing


	Click or tap here to enter text.



	Essential Criteria – Skills and Knowledge

	· Demonstrate ability to work as part of a team

	Click or tap here to enter text.


	Essential Criteria – Personal Attributes

	· Demonstrate ability to be flexible and responsive to change

	Click or tap here to enter text.





	Essential Criteria – Personal Attributes

	· Demonstrate Christian faith and respect for the values and ethos of Bangor Parish Church and the Church of Ireland

	Click or tap here to enter text.


	If you have a disability, and there are any special arrangements which need to be made should you be short-listed for interview, please contact us to notify us of these.

	I confirm that to the best of my knowledge and belief the information I have given in support of my application is correct and understand that any misleading statement or deliberate omission may result in my dismissal and a claim for damages. I hereby consent to the processing of sensitive personal data, as defined in the Data Protection Act 1998, involved in the consideration of this application. 


SIGNATURE Click or tap here to enter text.

DATE Click or tap here to enter text.
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