Meon Valley Parishes (MVP) Administrator – Contractor 
Role Description and Person Specification
Purpose of the Role
This opportunity is offered on a self-employed contractor basis for an initial period of three years, subject to an annual review of the arrangement and terms. The successful individual will provide administrative services to the Meon Valley Parishes and invoice for work undertaken. They will be responsible for their own tax, National Insurance and any other obligations arising from their self-employed status. No employment relationship is created by this arrangement.
To provide friendly, efficient and reliable administrative support to the clergy and lay leadership of the Meon Valley Parishes (MVP), acting as a warm and professional first point of contact for parishioners, visitors and the wider community. The role supports the effective operation of the parishes by undertaking a broad range of administrative, communications, safeguarding and governance activities, enabling clergy to focus on ministry and mission.
Key Responsibilities
Illustrative duties are set out below; the balance of responsibilities may vary between parishes and evolve over time in line with operational needs.
Administration and Clergy Support
· Act as the first point of contact for MVP churches, clergy and parish enquiries by telephone, email, correspondence and in person, responding where appropriate and signposting enquiries as required.
· Provide administrative and diary support to clergy, including coordinating appointments, meetings and correspondence.
· Maintain accurate parish records, filing systems and up-to-date contact databases for clergy, church officers and key parish personnel.
· Coordinate bookings for church halls, meeting rooms and parish events.
· Undertake general office administration, including managing post, ordering supplies and supporting the day-to-day running of parish offices.
Occasional Offices and Parish Administration
· Administer weddings, funerals, baptisms, banns and related enquiries, liaising with families, clergy, registrars and funeral directors as required.
· Process applications relating to churchyards and memorials and respond to general churchyard enquiries.
· Prepare and produce Orders of Service and other service-related materials.
Communications and Community Engagement
· Produce and distribute parish communications, including newsletters, news sheets, pew sheets, notices and email updates.
· Maintain and update parish websites, including the ‘Find My Church’ website, noticeboards and social media channels.
· Liaise with parish magazines and other local communication outlets to support parish engagement and communication.
Safeguarding, Compliance and Records
· Support parish safeguarding administration in collaboration with Parish Safeguarding Officers, including: 
· Processing DBS applications and renewals
· Organising and monitoring safeguarding training
· Maintaining safeguarding records and dashboards
· Ensure compliance with GDPR, data protection requirements and diocesan policies.
· Maintain accurate parish records and registers in accordance with statutory and Church of England requirements.
Meetings, Governance and Financial Administration
· Provide secretarial and administrative support to PCCs, parish committees, strategic groups and other meetings as required.
· Prepare agendas, take minutes and circulate meeting papers and records.
· Provide light-touch financial administration, including processing invoices, expense claims and Parish Giving Scheme enquiries, in liaison with parish treasurers.
General
· Undertake additional administrative duties as requested by MVP licensed clergy, under the direction of the Priest-in-Charge or their nominated representative.
· Carry out any other duties reasonably required that are consistent with the nature and responsibilities of the role.
Note
The level and type of administrative support required will vary between parishes and areas of activity. The responsibilities of this role may develop and expand over time in line with the evolving needs of the Meon Valley Parishes
About You — Person Specification
Essential
1. Excellent organisational skills, with the ability to manage a varied workload and competing priorities independently.
1. A warm, approachable manner and strong interpersonal and communication skills, in person, by phone and in writing.
1. Confident IT skills, including email, Microsoft Office (or equivalent) and comfort learning new systems (e.g. church database or website tools).
1. Discretion and a good understanding of confidentiality, particularly around pastoral and safeguarding matters.
1. A flexible, can-do attitude and willingness to work occasionally from different locations across the Meon Valley Parishes.
1. Sympathy with the aims, values and Christian ethos of the Church of England, and a willingness to support the mission and ministry of the parishes.
Desirable
1. Previous experience of administration within a church, charity, school or other values-led organisation.
1. Familiarity with parish life, church structures (PCCs, deaneries, benefices) or safeguarding good practice.
1. Experience updating websites or social media accounts.
1. A full driving licence and access to a vehicle, to travel between parishes as needed.
Terms and Conditions
	Job title
	Meon Valley Parishes Administrator

	Responsible to
	The licensed clergy of the benefices, overseen by the Priest in Charge

	Work base
	Home-based, with occasional access to office/parish spaces across the Meon Valley Parishes

	Hours
	20 hours per week, worked flexibly by agreement

	Salary
	£13 per hour, reviewed annually in line with CPI

	Contract
	Fixed term, initially 3 years

	Holiday
	Pro-rata annual leave in line with statutory entitlement (details to be confirmed)

	Pension
	Auto-enrolment pension scheme, subject to eligibility

	Pre-employment checks
	Appointment is subject to satisfactory references and a DBS check, in line with our safeguarding policy




Person Specification
Qualifications
· GCSE (or equivalent) in Maths and English (Essential)
Experience
· Experience working in a similar role (Desirable)
· Experience of church mission and ministry (Desirable)
Knowledge
· Sympathy with the values and ethos of the Church of England (Desirable)
Skills and Competencies
· Excellent interpersonal, written and verbal communication skills (Essential)
· Office administration experience (Essential)
· IT skills, including email, word processing and basic spreadsheet use (Essential)
· Understanding and use of social media (Desirable)
Personal Attributes
· Ability to maintain confidentiality (Essential)
· Ability to deal with sensitive matters with discretion (Essential)
· Strong attention to detail (Essential)
· Warm, friendly and approachable manner (Essential)
· Willingness to undertake an Enhanced DBS check to support safeguarding requirements (Essential)

Our Commitment to Safeguarding
The Diocese of Portsmouth and the Meon Valley Parishes are committed to safeguarding and promoting the welfare of children and adults and expect all staff and volunteers to share this commitment. This post may involve contact with children or vulnerable adults, and the successful candidate will be required to undergo relevant safeguarding checks and training appropriate to the role.
How to Apply
Please apply by accessing the pathways link. We welcome applications from candidates of all backgrounds who share our values, whether you currently belong to a church community or not.


