Job Description: Church and Outreach Administrator - Brookside Church

Employed by: Brookside Community CIO, Brookside - Earley: Church/community

Purpose of role.

To provide efficient administration support for all activities in church as directed by the
church pastors, Brookside leadership team and other church activities, ensuring the smooth
running of all areas of church.

To assist with the implementation of Church and CIO communication processes and with
printed/electronic materials as requested.

To support strategic planning that allows Brookside to deliver new initiatives and
programmes in response to the needs and opportunities in our community

To support the office on a day-to-day basis with responsibility for all general church
administration. Oversee and coordinate the church programme, rotas, events and general
diary via Churchsuite. Support and input for the development of the Church’s social media
profiles and communications.

To support the leaders and church ministry teams to connect Brookside Church with the
surrounding community.

Accountability

To be directly responsible to the Senior Pastors (Line manager).

Attend monthly/regular one-to-one review with Line manager.

Maintain confidentiality in all matters and provide administrative support for
sensitive matters.

To follow church procedures for GDPR and safeguarding.

Present holiday requests in a timely manner to Senior pastors and HR trustee.

Outline & Personal responsibilities:

To help fulfil the Brookside Church Vision of a “Jesus centred good news community
for everyone”, welcoming visitors to Brookside Church and to be a point of contact
for enquiries whether by telephone, email or in person.

To be an active part of Brookside Church.

To participate in conferences, retreats, and training.

Administrative Support

To provide administrative support to the core staff, BLT, Brookside CIO Trustees,
ministry team leaders (e.g. hosting, events, worship, etc) and small group leaders
(when necessary, priorities to be agreed with line manager).

Financial and Operational Support: Assisting with tasks related to finances,
budgeting, and record-keeping, as needed. e.g. raising of invoices and liaising with
accountants.

In consultation with Brookside Senior pastors and ministry team leaders, to maintain
an overview rota for Sundays e.g. hosting, speakers, meeting leaders and ensure that
the individual Churchsuite rotas are correctly updated, highlighting areas of need to
the Senior Pastors and other appointed area leaders.



To maintain and provide support to ensure the Churchsuite calendar, address book
and other areas are up to date and correctly organised.

To manage and ensure timely ordering of supplies (e.g. giving stations, leaflets,
stationery, kitchen & building supplies).

Maintain filing systems and databases.

Prepare letters, reports, presentations, and church documents as required.

Assist in maintaining safeguarding, GDPR, health and safety and other compliance-
related records, including risk assessments.

Buildings and equipment

To handle bookings of the building following the Brookside CIO bookings policy and
to liaise with users.

Liaise with cleaners and person responsible for maintenance of the building to
ensure the building is always clean and tidy.

Communications

To implement agreed aspects of communications e.g. monthly newsletter,
uploading to the website.

To assist with production of printed and virtual materials e.g. Publisher, Canva,
church leaflets and notices, etc

Photocopying of printed materials.

Handling calls/emails coming in from the community and from the church.

Organise and Plan

Play a part in planning church activities and events.

Setting up appointments for the congregation and others to meet with Pastoral
leadership.

Plan and work alongside church community projects.

Offer organisational assistance for weddings, baptisms, and funerals.

Hours and Salary

Hours are Tuesday — Friday 09:00am — 12:00pm with the remaining hours being
agreed. Salary is paid monthly.

£25,545 - £26,071 37.5 hrs FTE — paid Pro rata 15 hours a week.

Holidays: 25 days annual leave pro rata on a full-time equivalent rising yearly by 1
day to a maximum 30 days after 5 years.

This is a permanent position with an initial probationary period of 6 months and
thereafter subject to agreement of both parties.

You will be enrolled on our pension scheme



