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www.ccbellingham.org.uk 


Job Description 
Post: 			Administrator - Christ Church Community Hub 
Based at: 	Christ Church United Reformed Church, Bellingham Green, SE6 3HQ

Employed by:	Christ Church United Reformed Church

Responsible To:	Church Elders Meeting, through the Minister of Christ Church 

Hours of Work: 	7 hours per week. This may include occasional evening and weekend work, to be notified in advance. 

Duration:	2.5 years, funded by Southern Synod Strategic Mission Fund

Probation period:	3 months

Remuneration:	London Living Wage (£14.80 per hour currently) – salaried on payroll
                     
Start Date
As close to 1st May 2026 as possible

Summary of the role 

Maintain effective administrative, financial and facilities management systems for the smooth running of the Christ Church Community Hub. 

Provide administrative support for specific events hosted at Christ Church, Bellingham Green. 

Provide administrative support to the Christ Church Community Hub Coordinator and to the Minister of Christ Church United Reformed Church, Bellingham in their respective roles. 

Maintain the Christ Church website.

[bookmark: _Hlk216204665]The postholder will require DBS clearance at an enhanced level due to their trusted interaction with volunteers, staff, and members of the groups hosted at Christ Church.


Main Tasks

(Carried out in conjunction with the Community Hub Coordinator and the Christ Church Minister)

1. Be the initial contact point for general enquiries, referring these to other people as appropriate.  

2. Administer volunteer recruitment and support, ensuring that systems are implemented according to agreed policies and procedures.

3. Liaise with regular user group leaders and occasional rentals to ensure that all activities are carried out with due regard to safeguarding, health and safety, and other relevant policies. 

4. Manage the facilities at Christ Church within boundaries agreed with the Community Hub Coordinator and Christ Church Minister, including ordering supplies, maintaining office equipment, arranging for known contractors to carry out routine repairs to the building, and contracting vendors, to include collating vetting details.

5. Ensure the implementation of periodic internal and external reviews related to building compliance in areas such as fire risk assessments, pest control, food hygiene, gas and electrical checks, and routine cleaning. 

6. Maintain financial and audit records, including invoice processing, payments, and data entry.

7. Assist with creating, maintaining and formatting budgets accurately, tracking income and expenditure.

8. Assist with the evaluation of ongoing projects by inputting data for analysis.

9. Maintain the Christ Church website in accordance with guidance from the Christ Church Minister.

Person Specification: Essential characteristics 

Administrative experience
Evidence of at least two years in a significant administrative role in a reasonably pressurised environment is essential. The role involves maintaining office systems and staying ahead of routine tasks as well as responding to unexpected occurrences such as building fabric emergencies. 

Proven ability to respect confidentiality.
The role involves administering systems for volunteer recruitment and support, contributing to the credibility of the organisation with local partners and statutory agencies, and contributing to reports. An understanding of data protection requirements in record keeping is essential.



Computer literacy
Various records will need to be maintained on spreadsheets and documents/publicity kept up to date and circulated as part of the day to day running of the Hub. It will therefore be necessary for the Administrator to be able to use Word, Excel, and Outlook at intermediate level. Existing working knowledge of WordPress, or willingness to learn, will be necessary. 

Event Administration
Proven ability to administer regular events will be necessary, as this is likely to be an increasing feature of the Christ Church Community Hub.

Mature interpersonal skills & commitment to equality and diversity
The role requires a commitment to working as part of a dispersed team of varied individuals, in a context which is diverse in terms of age, socio-economic conditions, and ethnicity.  The postholder may find themselves to be the most experienced administrator in a network of part-time staff and volunteers, and therefore should have the necessary competence and self-awareness to support the team, exercising their initiative within agreed boundaries.

Good communication skills 
Being an occasional ‘public face’ of the Community Hub will require confident communication while exercising a level of diplomacy and sensitivity.  

Sympathy with the ethos of Christ Church
While it is not essential that the postholder is a Christian they will need a willingness to understand the motivations of people of faith particularly given the voluntary nature of many of the roles carried out at Christ Church. A successful postholder will be someone with the ability to complete the tasks for which they are responsible while exercising flexibility when working with others.

Employee benefits

Payroll and pension will be organised through the organisation Stewardship which is experienced in providing these services for churches and charities: https://www.stewardship.org.uk/ 

Annual leave: 		39.2 hours calculated pro-rata for the 7 hours per week

Pension: 	Statutory minimum employers contribution to a NEST (National Employment Savings Trust) pension set up through Stewardship.

Flexible working:	There is scope for the postholder to discuss a pattern of working which 				works for both them and Christ Church. It is expected that the main place of 			work would be Christ Church. Occasional working from home may be a 				possibility once the postholder has settled into the role. 

Staff development:    Christ Church are open to supporting the postholder to grow in their role 				and develop their skills. Training opportunities are often available through 			the voluntary sector in the borough of Lewisham and also the wider United 			Reformed Church. Reasonable provision will be made for work-time 				training where this is relevant to the Administrator’s role.
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