
Parish Administrator 

Closing date for applications is Thursday 5th October 

 Please send your cover letter and cv to office@kilternanparish.ie 

Background 

Kilternan Parish, Church of Ireland, is seeking an experienced administrator to join the staff 
team on a flexible part time basis. The purpose of the role is to supervise and facilitate the 
day to day administrative work of the parish.  This includes the life of the Parish Centre and 
the Church. The administrator will work closely with the Rector and the Church 
Officers.Kilternan Parish is a faith based organisation within the Church of Ireland tradition.  
Applicants do not need to be from that tradition, but they would need to be sympathetic to it, 
and to the parish’s mission to build community, strengthen worship, and grow in service. 

Kilternan Parish is a growing parish.  The parish has close to 300 families on the parish data 
base, with a high percentage of young families.   

In 2018, we will be opening a new Parish Centre that will enable us to expand the reach of 
our ministry and mission into the wider community.  We also maintain a school with over 
230 students, and offer care to a nursing home.  The parish is well respected in the 
community with positive ecumenical and community relations.   

Key Responsibilities 

1) Support the mission statement of Kilternan Parish and the parish office 
2) Parish Communications 

a. Maintain a broad general knowledge and understanding of church activities, 
individuals, and parish events, so that the office can support the Church in its 
mission 

b. Manage parish correspondence, including post, telephone and e-mail 
c. Co-ordinate the production and distribution of parish publications including the 

quarterly ‘Klips’ magazine & weekly announcements sheet 
d. Ensure that internal notice boards and information displays are kept tidy, 

relevant,and up to date 
e. Assist with the duplication and distribution of papers and voting for Easter Vestry 

and Select Vestry as required. 
f. Co-ordinate production of the parish's Annual Report in preparation for the 

Annual Parish Meetings 
g. Ensuring that the parish website is up to date and helping to develop the utilisation 

of social media 
h. Act as first point of contact for all enquiries whether in person, or by phone, post, 

e-mail etc; ensuring they are dealt with politely and professionally and followed 
up by appropriate action 

i. Coordinate monthly notes for the Diocesan Church Review and community 
magazine ‘Panorama’. 

j. Assist with any other Communication endeavours as requested by the Parish.  



3) Administrative Support for Worship 

a. Assist the rector in the production of weekly service sheets and PowerPoint 
presentations 

b. Provide administrative assistance to the Rector, staff and musicians / choir 
c. Transferring sermon recordings to the website after every Sunday 
d. Coordinate rotas for worship including bible readings, hospitality, auxiliary clergy 

etc  
e. Coordinate the copyright licence applications and requirements. 
f. Aid the rector in the production of booklets for funeral and occasional services 
g. Ensure thatthe baptisms, weddings and funerals books are up to date. 

4) General Administrative Services 

a. Administer the parish data base in compliance with data protection legislation 
b. Administer the church diary via the website 
c. Administration of the office computers, ensuring they are adequately backed up, 

safe and secure. 
d. Oversee the return of statutory documents, including diocesan returns, charity 

registration, etc.  
e. Coordinate the ordering of supplies for church ministry including stationery, 

communion supplies, coffee/tea etc; 
f. Oversee the purchase and maintenance of office equipment; 
g. Oversee insurance requirements and act as main point of contact with insurers 
h. Ensure that the parish complies with Safeguarding Trust 
i. Support the administrative work of the annual parish fete. 
j. Any other administrative tasks as may be required by the Parish.  

5) Parish Centre: Management of premises and lettings  

a. Manage the parish centre booking system for regular and ad-hoc users 
b. Collect payments from regular and ad-hoc lettings 
c. Manage the parish centre heating system and train others to use it as necessary 
d. Manage a rota of volunteers to staff the Office and Parish Centre 
e. Coordinate the opening and lock-up of the parish centre and ensure that protocols 

for key management are followed. 
f. Communicate effectively and regularly with Select Vestry about the state of the 

premises, maintenance requirements, health and safety concerns; 
g. Ensure compliance with health and safety legislation for the maintenance of 

boilers, electrical equipment, and fire equipment by arranging inspection visits  
h. Ensure the premises are clean, tidy and safe for all users including line 

management of any cleaning staff / volunteers 
i. Manage and maintain keys and accurate records of key holders. 

6) Financial Administration 

a. Oversee cash handling (e.g. banking, counting offertory, petty cash etc) 
b. Under the direction of the treasurer, perform book-keeping duties including 

inputting transactions on accounting software, performing reconciliations, 
managing the payment of expenses and other administrative tasks as required.  



Location and Hours 

Currently the role is based in the parish office connected to the parish rectory.  It will 
however be based in the Parish Centre of Kilternan Church of Ireland and it is expected that 
the post-holder will be present Monday-Friday, 9am –1pm.  

The role is initially scoped for 20 hours a week, with 5 half-days. Some flexibility of hours 
will be required for the post-holder to attend occasional evening meetings.  

Key Requirements 

• Recent experience of working in busy administration role 
• Excellent interpersonal communication skills – written and oral  
• Strong attention to detail 
• General office and clerical skills 
• Confident IT skills, including excellent knowledge of Microsoft Office. 
• Excellent organizational skills including the ability to prioritize and manage a 

workload  
• Ability to work flexibly 
• Ability to respect matters of confidentiality, sensitivity and compassion 
• Ability to make decisions and take initiative  
• Outstanding interpersonal skills, professionalism, flexibility, multi-tasking, self-

motivation and discretion.   

The following are desirable  

• A Certification or Diploma 
• A current driver’s license 
• Experience of supervision of staff or volunteers 
• Experience of church worship, ministry and mission 
• General accounting and payroll experience 
• Experience of accounting software 
• Experience of premises management 

 


