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JOB DESCRIPTION
	Job Title:
	Office Administrator

	Department:
	Administration

	Reporting to:
	PA to Moderator and Synod Clerk

	Key Relationships:
	Personal Assistant (PA) to Moderator and Synod Clerk, Finance and Trust Officer, Training and Development Officer (TDO), Mission and Discipleship Officer (MDO), Children and Youth Development Officer (CYDO), Synod Safeguarding Officer (SSO), Committee Convenors and South London Synod Area Leader

	Location:
	Southern Synod Office, East Croydon United Reformed Church

	Travel:
	Occasional travel within the Synod (South London, Kent, Sussex and Surrey)

	Working hours:
	37.5 hrs per week, usually in normal working hours, Monday to Friday, but with the expectation to work up to 5 specified Saturdays and the possibly of some evenings.

	Salary:
	£30,261 (25 days Annual Leave)

	Job Summary:
To provide administrative support to: 
i) the Southern Synod Officers and Committees
ii) the South London Southern Area

This post will support the general administration of the Synod and its Officers working closing with the PA to the Moderator and Synod Clerk, Synod Trust and Finance Officer and liaising with regional Administrators. The postholder will be expected to be the minutes secretary to the main meeting of Synod (Synod Together) and a number of committees including: Synod Ministries Committee, Synod Finance Committee, Synod Youth and Children’s Work Committee; Strategic Mission Fund Committee; Pastoral Committees of the South London Synod Area.



	Background:
The Synod Office of the Southern Synod of the United Reformed Church supports the operation of the Synod and local churches. There is a small team who facilitate this work and they are enable by our administration team which comprises of the PA to the Moderator and Synod Clerk, the Office Administrator and three administrators based in our Synod Areas. 



Principal responsibilities and duties
	General:
	· Dealing with general enquires to the Synod Office;
· Dealing with post;
· In consultation with the PA to Moderator and Synod Clerk, update and interrogate database;
· Administering Annual Church and Safeguarding Returns Process, assisting with password resets and distributing paper copies and inputting data where necessary;
· Minuting the Synod Together meetings;
· Assisting the production and distribution of Synod mailings;
· Keeping filing system updated;
· Ordering and distributing stationery;
· Assisting with other duties as requested by Synod Officers and other Synod staff.

	Synod Trust and Finance Officer:
	· Assisting the Finance Officer and Trust Secretary in their daily work as required; 
· Assisting the Finance Officer in paying all bills, grants and loans and receiving any income and keeping all necessary records of transactions; 
· Maintaining records on all financial transactions; 
· Liaising with local churches to ensure the Synod Office obtains financial information as required; 
· Reconciling rental income received to ensure it is complete and correctly recorded;
· Monitoring the utility accounts for Synod manses and Closed Churches as well as paying the bills as required in conversation with the Synod Property Administrator;
· Logging the grants from the Building Grants and Loans Panel and Mission Panel, and providing information regarding grants to Committees when required.

	Field Team:
	· Providing administration support as required by Field Officers;
· On behalf of TDO, updating training records for Ministers and Elders on database;
· On behalf SSO, updating all training records for participants of safeguarding training modules;
· With TDO and SSO, send training reminders and issue certificates;
· Taking bookings for Safeguarding training;
· Providing administration support to the Ministers’ Spring School Planning Group.

	Committee meetings:
	· In consultation with a Committee’s Convenor or Secretary, arranging meeting dates and times, booking venues, organising refreshments, sending out agenda and papers;
· Take minutes and circulating once agreed by Convenor.

	Synod Area:
	· In consultation with the South London Synod Area Leader and Convenors of Pastoral Committees, arranging Synod Area meetings and pastoral committee dates and times, booking venues, organising refreshments, sending out papers and taking minutes;
· In consultation with the South London Synod Area Leader, organising the meeting of the Area Executive on Zoom, drafting agenda, sending out any papers and taking minutes;
· In consultation with the South London Synod Area Leader, arranging an annual lunch for the retired ministers and spouses in the Synod Area;
· With TDO, arranging Elders training dates and times, booking venues, organising refreshments, and taking bookings for event.



Expected Standards 
1. To be able to communicate effectively with colleagues and internal and external contacts.
2. To act in ways that support a culture which promotes equality and values diversity.
3. To act in ways that protect own and others’ health safety and security.
4. To deliver excellent customer service.
5. To take responsibility for own personal development and develop skills and knowledge to enable effective work performance.
6. To ensure compliance with data protection principles and practice.
7. To ensure compliance with Safeguarding practice.

PERSONAL SPECIFICATION
	Requirements
	Essential
	Desirable

	Education and Qualifications
	A minimum of 5 GCSEs (or equivalent) including English and Maths.
	

	Experience
	· At least 2 years administrative experience in a general office environment;
· Experience of working in a finance environment;
· Experience of working within a team and collaboratively.
	· Experience of organising events/large meetings;
· Experience of working jointly with professionals and volunteers;
· Knowledge of the structures of the United Reformed Church.

	Knowledge
	· A knowledge of basic office administrative systems;
· A knowledge of and ability to use Microsoft Word, Office, Excel, Outlook or similar software packages to include word processing, spreadsheets and email;
· A knowledge of preparation and keeping of financial records.
	· Ability to use Wordpress.

	Skills and Abilities
	· Good administrative, secretarial, organisational and numeracy skills; 
· Excellent communication and interpersonal skills, warm personality, friendly and honest; 
· Ability to deal effectively with callers in person, telephone calls and emails;
· Ability to demonstrate attention to detail, accuracy and be methodical;
· Ability to work on their own and use their initiative in dealing with problems.
	

	Other
	· Willing to work within the Christian ethos of the United Reformed Church.
· If successful, complete a basic DBS check.
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