
 
 

Introduction 

STBBC is a vibrant community church located in south east Essex, with over 300 people actively 

involved in church life.  We are committed to worshipping God; Father, Son and Spirit in all that we 

are and do.  As a community we are committed to our values of adventure, generosity, reflection, 

and sanctuary – these values represent what is important to us, and help us make decisions 

together as we grow. 
     

This role is important to the smooth running of the church and in helping us grow to be the 

community God is calling us to be.  We are seeking an Office Administrator with the skillset, 

experience, and passion to work alongside the existing staff team for the effective running of the 

mission and ministry at STBBC. 
 

This role is for 20 hours a week. 
 

Depending on other staffing appointments, there is the possibility of this role growing in scope and 

responsibility in due course. 
 

Job Title: Office Administrator 

Line Manager: Lead Pastor 
 

Main purpose of the role 

To ensure that the church office runs smoothly, the church diary is up to date, that room bookings 

are processed proficiently, and that all enquiries are dealt with in a friendly and efficient way.      
 

Key objectives and tasks 

- Process room booking requests, including liaising with the Site Team. 

- Ensure that the church diary is up to date.   

- Ensure that the information on the church database is correct and up to date. 

- Co-ordinate and manage our team of office volunteers, including Receptionists, to ensure 

 that all messages and enquiries to the church office are dealt with or delegated accordingly, 

 incoming post is distributed, and that all visitors to the church are given a warm welcome.   

- Ensure that the STBBC website is kept up to date and displaying accurate information, and load 

 sermons and relevant talks onto the website each week (training will be provided). 

- Manage the lease arrangements and contracts with STBBC’s phone and photocopier providers, 

 and our IT support. 

- Be the designated person for STBBC’s Data Protection work, and ensure that all church 

 work complies with the agreed Data Protection policy. 



- Co-ordinate the production and printing of resources and publicity for various STBBC ministries, 

 including our work with Seniors, and our work with Children & Families. 

- Co-ordinate the practical arrangements and volunteers for weddings and funerals. 

- Have a key role in the organisation of significant church events during the year, including 

 dealing with booking forms and tickets. 

- Co-ordinate the production of the weekly notice sheet. 

- Co-ordinate the administration of Church Members’ Meetings.* 

- Sorting the laptop schedule of song words for Sunday services.* 

- Ensure that STBBC’s CCLI returns are completed on time, and keeping relevant records of 

 songs sung during the year for this purpose.*   

- Produce the large print song words for Sunday worship. 

- Order office stationery and supplies as required. 

- Other administrative tasks as required. 
 

* These duties are currently fulfilled by excellent admin volunteers, but the Office Administrator will have 

the responsibility for ensuring that the work done by our volunteers is carried out well and in line with 

STBBC policies. 
 

General staff duties 

- Attendance at Sunday worship 

- Attendance at staff meetings, planning days and training 

- Welcoming guests and dealing with enquiries as required 
 

Working Hours 

- The role is for 20 hours a week, to be worked between 9am-5pm Monday to Friday as  

 arranged with the Lead Pastor (and must include Wednesday mornings from 10-11.30am 

 and Friday mornings 9.30-11am). 

- Occasional evenings and weekends as required for events and courses (time-off given in lieu). 

- Church Weekend 

- Staff development and training events 

- 5.6 weeks annual leave, including Bank Holidays 
 

Remuneration 

This role is being offered with a pro-rata salary of £18-19,750.  
 

Applications 

Please send a covering letter and CV to ann.root@stbbc.org.uk 
 

Closing date: 15th May 2018 

Shortlisting: 17th May 2018 

Interviews: 24th May 2018 
 

The role as outlined above will take effect as soon as possible following 1st July 2018, and will have 

a 3-month probationary period. 


