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Dear applicant, 
 
The post of Parish Administrator at St Wilfrid Harrogate 
 
Thank you for taking the time to consider applying to work here. We hope that the information 
pack will provide you with the necessary information about what this post entails. Details of how 
to apply, how to apply and by when your application needs to be received are all in the pack. 
 
The Parish Administrator is a key colleague here. This isn’t a sleepy church, it’s one where there 
are a wide variety of services and events. All these need high quality administrative support: from 
the production of weekly and special service booklets through to enquiries about bookings and 
the inevitable ‘lost property’ requests. 
 
St Wilfrid’s may be a massive building, but we are a relatively small team. Budgets are tight, 
especially at a time of considerable inflation. So we need an administrator who is able to manage 
a very broad range of elements, to budget, often under some degree of time pressure. There isn’t 
always a lot of ‘slack’ in the system, so it is imperative that you are motivated, thrive under 
pressure and are fabulously efficient.  
 
We have the joy of working with some wonderful people. We see those who come to celebrate 
great events in life with much joy. We also work with people at difficult or vulnerable times in 
their lives. From time to time we also, as is the nature of churches, deal with those who have 
problems, difficulties or significant illness – physical or mental. We try to respond to everyone 
with fairness, compassion and love – but also recognise that sometimes we have to deal with 
challenging behaviour. It is important that applicants can manage what can at times be 
emotionally charged situations with tact and diplomacy – but who are also resilient, mindful of 
their own wellbeing, and able when required, to stand their ground. 
 
You’ll be working very closely with the Facilities and Development manager – sharing in some 
functions and dealing with hall and other booking enquiries. You’ll be covering for each other 
during holiday periods – so it’s important that you establish a good working relationship. 
 
In return, we’ll do our very best to treat you fairly and with all the dignity that an employee of a 
church should receive. We’ll ask you to work to the same high professional standards. Together, 
we’re all committed to being a ‘safe’ place both to work and for those who come here. Our 
safeguarding requirements will need to be met before you can start. 
 
The pack outlines the remuneration package and holiday entitlement as well as normal working 
hours.  
 



You’ll be succeeding Mrs Linda Harrison, who has worked as the Administrator here for over 15 
years. She’s more than happy to have an informal conversation with you (01423 504629) and can 
usually be reached on Wednesday – Friday mornings between 9.30am and 1pm. Equally, if you 
require more information, you can also talk either to Mrs Rebecca Oliver the Facilities and 
Development Manager (on the same number, Monday – Friday 10am – 1pm) or to me (at the 
phone number at the top of this letter or via email. 
 
We envisage the successful applicant starting here mid November, so that there can be a couple 
of weeks induction and ‘hand over’ before Mrs Harrison retires on Friday 25th November 2022. 
 
Thank you for taking the time to read this, the pack and for considering applying. Any job 
application is costly in terms of time and energy. We acknowledge that cost and value the effort.  
 
I hope therefore to encourage you to apply, and look forward to receiving your application. 
 
With my prayers and best wishes, 
 
 

 
 
Fr Gary Waddington 
Team Rector 
 
 



The Parish Administrator at St Wilfrid, Harrogate 
 
 
 
Job title 

 
Parish Administrator  

 
Responsible to 

 
Team Rector 

 
Responsible for 

 
Any voluntary office staff; information to other 
volunteers and co-ordinators. 
 

Main purpose of job To be responsible for providing and developing 
administrative and clerical support for St Wilfrid's, in 
particular, to the clergy. 

 
 

Nature of the Post 
 
St Wilfrid’s is a major Parish Church, in the Duchy Estate on the north-west side of the spa town 
of Harrogate. St Wilfrid’s is the only Grade 1 listed building in the town and was designed as the 
masterpiece of the noted architect, Temple Moore. 
 
The church is very much in the Catholic tradition of the Church of England, with a heavy round 
of daily as well as special services. The church is used for concerts and other events, and the 
parish hall and parish rooms are in high demand for regular as well as ‘one off’ bookings. 
 
The church is ten minutes walk from the town centre, and is increasingly visited in its own right. 
The parish has significantly increased the use of the parish hall as a valuable income stream in the 
last five years, and also grown the use of the church itself as a venue. 
 
We are looking for an exceptional candidate to be part of the working team of clergy and lay 
people at St Wilfrid’s. St Wilfrid’s is increasingly in demand for liturgical and non-liturgical 
activities and it is vital that we have a key member of staff to help maintain the smooth running of 
all activities. 
 



General Duties 
 
To be responsible for providing administrative and clerical support for St Wilfrid's for the Team 
Rector and fellow clergy. To produce high quality orders of service for services in church, and to 
co-ordinate enquiries and activities. To be in the Parish Office each weekday and to work in close 
relationship with the Facilities and Development Manager, sharing responsibility for bookings 
and lettings. In addition to the regular duties, special services and other events vary the routine of 
the post holder. This is not an exhaustive description of the job, aspects will change over time and 
the jobholder is expected to contribute to its development and progression. 
 

Specific Duties 
Key Administration 

• To work with the Team Rector and staff maintaining appropriate administrative systems 
to support the mission and ministry of St Wilfrid's. 

• To produce and print the weekly notice sheet. 
• To provide administrative support to the Team Rector and other clergy. 
• To provide an efficient service, including word processing, photocopying, IT skills, 

printing, etc. 
• To ensure efficient incoming/outgoing communications. 
• To be the principle ‘first contact’ for all communications and signpost people to the 

correct person for their enquiry. 
• To maintain the Church diary/year planner. 
• To ensure the sufficient supply of stationery and sundries. 
• To maintain staff timesheets, logs, and confidential information, including records. 
• To maintain the staff holiday planner. 
• To oversee the parish email system and direct emails as necessary. 
• To deal with the parish phone system and answering machine. 
• To liaise with the Team Rector, clergy and others regarding the production of orders of 

service, rotas, notices, etc., ensuring printing, and addition of notices etc 
• To ‘keep track’ of and provide support for the 600+ services in St Wilfrid’s each year. 
• To co-ordinate post, and sort incoming post for staff and office holders 
• To provide administrative support in relation to weddings, baptisms and funerals, acting 

as first contact and ensuring appropriate liaison and communication. 
• To maintain Parish registers and complete Parish returns to the Diocese where required. 
• To encourage and co-ordinate volunteers. 
• To hold, and provide to enquirers, information about the church and such sale items as 

might from time to time be available. 
• To maintain and keep up to date the parish list of the departed. 
• To maintain the sick list and ensure the correct entry of information into the ‘daily mass’ 

sheet. 
• To oversee the flow of good information to co-ordinators and volunteers. 
• To oversee the regular key holders and maintain the log of regular key holders 
• To assist in the updating of the parish website. 
• To maintain stocks of refreshments for office hospitality. 
• To prepare notices for use around the building. 
• To manage and maintain a ‘clear desk’ policy in the office. 
• To signpost and record staff training opportunities and events. 
• To handle fees for liturgical services and other fee income and to ensure their appropriate 

distribution and recording. 
• To work closely with the Facilities Manager and other staff lay and ordained. 
• Dealing with confidential and pastorally sensitive information with integrity. 
• To assist with the administration of CRB checks and safeguarding. 



Ministry of Welcome 
• To provide a warm welcome to those who visit the parish office. 
• To help maintain good public relations, particularly in relation to visitors and users. 
• To be approachable, and well presented at all times. 

 
Security 

• To be vigilant at all times during working hours,.  
• To promote a shared culture amongst all staff with regard to sensible levels of security. 

 
Health and safety at Work 

• To abide by the parish’s Health & Safety Policy and to ensure that it is adhered to and 
acted upon by other staff and users. 

• To know the locations of all fire fighting apparatus and what to do in an emergency. 
• Have knowledge of all aspects of the evacuation procedure. 

 
Good Order 

• To treat visitors/users in a friendly, tactful and helpful manner 
• To work in close liaison with the Parish Facilities Manager, Team Rector, clergy and/or 

the Churchwardens so that appropriate advice or action can be taken, and in order to keep 
good lines of communication. 

 
Hours of Work  
 

The post is for 15 hours per week. The rate is £11.00 per hour, giving a basic salary of £165.00 
per week (actual £8580 equivalent to a pro rata of £22,800 p.a.). 
 
It would be envisaged at present that ‘normal’ working hours are: 
Monday - Friday 10am – 1pm 
    
The post-holder would be able to work some ‘flexi-time’ and/or operate a ‘time in lieu’ system, 
agreed in advance. Holiday entitlement is five weeks paid (25 working days) holiday a year, plus 
bank holidays. There is also scope for some home working, though this may be limited. 
 
Any offer of the post shall be subject to the completion of Safer Recruitment safeguarding 
requirements, which may include an enhanced DBS check and require safeguarding training after 
appointment.  
 
The post is offered with an initial probationary period of three months, during which time either 
party may terminate the employment with one week’s notice. Thereafter, this is subject to an 
informal ongoing appraisal and performance review. Any subsequent increase in salary will be 
subject to successful review, and approval from the Parochial Church Council, or a committee 
nominated by them. A disciplinary policy will be given to any appointee, including a grievance 
procedure.  
 
The Parish Administrator is responsible for identifying any training needs for the ongoing 
development of the post and within the appropriate flexibility of working hours, take part in such 
training as may be agreed with his/her line manager. 
 
In addition, the parish will provide the use of a computer and telephone and a permanent desk in 
the parish office, sharing workspace with the Parish facilities and development manager. Agreed 
‘out of pocket’ expenses will be reimbursed in full.  
 
 
 



Person specification 
 
Assessment of the following criteria will be designated in any future application process by 
Application form (A); Interview (I) 
 
It is essential that; any applicant is: 
 

• An excellent and highly efficient administrator.   (A;I)   
• A self-motivated person, willing to work on their own initiative and encouraging of others who wish 

to offer their time and skills to the Church in a voluntary capacity. (A;I) 
• A person who is able to work under pressure and manage a wide variety of tasks, with an ability to 

prioritise workload. (A;I) 
• A person with good interpersonal skills. (A;I) 
• A person with good telephone manner, together with well developed communication skills. (A;I) 
• A person who can reliably handle cash. (A;I) 
• A person with excellent IT and office administration skills. (A;I) 
• A person with great integrity in dealing with matters of pastoral sensitivity and/or confidentiality. 

(A;I) 
 
It is desirable that any applicant is: 

• A person who expects to be able to offer some continuity of service in the post. (A;I) 
• A person who has some experience within Church administration  (A;I) 

A communicant member of the Church of England or a Church in communion with it. (A;I) 
 
 
 

How to apply 
 
Applicants should complete the application form and return this electronically to 
Office@stwilfrid.org with “Parish Administrator Application” in the email subject line. 
 
The closing dates for applications in Noon on Friday 7th October 2022 
 
Shortlisted applicants will receive an invitation to interview on Monday 10th October 2022. 
 
Interviews will be held on Monday 17th October between 10am and 1pm. Candidates invited for 
interview may claim any reasonable travel expenses to attend the interview at standard rates. 
 
We would like the successful applicant to start work here on Monday 14th November. 
 
We aim to let the successful and unsuccessful candidates know within 24 hours of the interview. 
We are happy to provide feedback, if requested.  
 



Example Contract 
 
Job Title:  Parish Administrator, St Wilfrid's Church, Harrogate. 
 
Job Purpose: Administrative and clerical support for the Parish of St Wilfrid, in particular, for the 

Clergy.   
 
Employer: Parochial Church Council, St Wilfrid's Church, Harrogate. 
 
Responsible to: The Team Rector and Churchwardens of St Wilfrid's Church, Harrogate.  On a day-

to-day basis, the postholder will be responsible to the Team Rector. 
 
Paid Hours: 15 hours per week, normally worked between 10am and 1.00 pm, Monday to Friday, 

based at the Parish Office. 
 
Overtime: It is not normally possible to offer additional payment for overtime beyond 15 hours 

per week. Where this is necessary, it will be paid at the hourly rate. 
 
Rate of Pay: £11.00 per hour, to be reviewed annually 
 
Salary: To be paid monthly, on the last working day of the month. 
 
Paid Leave: 5 weeks' paid leave (25 days). 
 
Grievance Grievances about work or working conditions should in the first 
Procedure: instance be reported to the Churchwardens in writing.  The Churchwardens can use 

their discretion in raising such matters with the Team Rector or the PCC. 
 The Grievance and disciplinary policy are to be found in the staff handbook. 

 
Appointment: Continuing part-time. 
 
Notice: Both the postholder and St Wilfrid's Church are required to give 1 month's notice, in 

writing, of the termination of this contract of employment. 
 
 
 
…………………………………………………… (Postholder) 
 
 
…………………………………………………… (On behalf of St Wilfrid's Church) 
 
 
…………………………………………………… Date 
 
 
 


