Job Specification for Senior Administrator (Maternity Cover) at St Barnabas Church, Middlesbrough
St Barnabas’ Vision
St Barnabas is a lively Anglican evangelical church with around 300 people in church every week, plus around 100 engaging with worship online. It is one of the most active churches across Teesside in caring for the wider community and sharing the good news of Jesus. It is a hugely diverse community – both ethnically, socially and generationally. It is an exciting, positive place in which to work. Our vision is expressed in our Mission Action Plan, which is here: About Us ›› St. Barnabas Church, Linthorpe, Middlesbrough (st-barnabas.net).
Serving God in Middlesbrough
St Barnabas is set within the town of Middlesbrough and draws people both from its immediate area and further afield. It is close to Teesside University and has a substantial and growing number of students. Middlesbrough contains areas which are amongst the poorest parts in the UK. We serve the town both by evangelism and compassion ministries – including a ‘Community Grocery’, opened in 2022 and run in partnership with the Message Trust. Around a thousand people connect with St Barnabas’ various activities each week. The successful applicant will play their part in sharing kingdom love across Middlesbrough. 
Shape of Post
This post provides cover whilst our existing Senior Administrator is on maternity leave, which begins in November 2026 and will last for around 11 months. The aim is to sustain existing administration to a high standard, innovating where helpful.
The following qualities are:
Essential
· A firm Christian faith
Excellent organisational ability

· A good team player
· Ability to use, and learn to use, IT systems
· Be supportive of the vision and values of St Barnabas Church
Desirable
· Empathy for those outside the church and a heart for mission to those outside the church
· An understanding of the organisational needs of churches now and in the future
· Being a member of the congregation
Other requirements
· Appointment is offered subject to satisfactory DBS clearance and satisfactory references
Core Responsibilities
· Ensure the existing administrative tasks (listed below) are performed effectively either by the appointee or by others
Wider Responsibilities
· Membership of the church staff team, including attendance at and contributing to staff meetings 
· Contribute to strategic planning for St Barnabas’ ministry and mission 
· Ensure, together with the wider staff team and church leadership, a safe environment is provided and maintained for all activities run by St Barnabas. This includes: ensuring suitable Health, Safety and Safeguarding policies and procedures are in place and followed; that these are in line with York Diocese & St Barnabas PCC policies; that appropriate documented records are maintained; that all leaders and helpers are appropriately briefed, trained and DBS checked; that risk assessments are undertaken and recorded; and that incidents are appropriately escalated. This will involve close liaison with the St Barnabas Safeguarding Lead.

St Barnabas’ Commitments to the Appointee

· We will provide mentoring support
· A friendly and supportive church family
· A staff team that looks out for, prays for and learns from each other
· The hours worked will be kept under careful review
Conditions of Service
· The role is a part-time post. The Senior Administrator (Maternity Cover) role occupies 20 hours a week
· [bookmark: _heading=h.3rr7hydf43s6]Salary: the real living wage (currently £13.45 per hour)
· The Senior Administrator (Maternity Cover) will be line-managed by the vicar of St Barnabas and be expected to attend all staff meetings and fully participate in the staff team, receiving and giving support as needed
· St Barnabas is a supportive Christian community and will seek to encourage staff members as people and disciples
· The post can be done partly from home, partly from the church buildings
· The appointee will receive spiritual support – as the role is seen as spiritual leadership as well as ensuring the church runs effectively
· 25 days annual holiday + statutory holidays, pro rata
· Contributory pension provided
· There is a three-month probationary period 
· There is a genuine occupational requirement that the post-holder is a practising Christian
· The post holder should conduct themselves in a manner which shows due regard for the ethos of St Barnabas as an evangelical Anglican church
Key relationships
· Vicar, Associate Vicar and Curate
· Churchwardens
· All members of church staff team
· Safeguarding Lead

For a sense of St Barnabas, please visit our website or find us on Facebook, Instagram and YouTube.
For an informal conversation about the post: 
· Contact: David Goodhew, vicar of St Barnabas, via 01642 817306 or via david@st-barnabas.net
· Deadline for applications: 17th September 2026
· Provisional date of interview: 30th September 2026
· The application form is below this job specification. Please return it to the vicar, David Goodhew via david@st-barnabas.net


St Barnabas Senior Administrator (Maternity Cover) Task List
Below are the tasks which the Senior Administrator (Maternity Cover) oversees. The list below cannot cover every eventuality, and the successful candidate would also be expected to undertake other such tasks as can be reasonably expected of them.
Office Administration 
· Facilitate the smooth running of the office
· Liaison with church users
· Provide administrative support for church groups
· Maintain stationery supplies, cleaning supplies and office equipment
· APCM administration, in conjunction with the PCC secretary
· Manage various license, contract and service renewals for our operations 
· Office petty cash management
· Processing invoices, payments and expenses 
· Supporting the facilities team with escalating issues, procuring supplies, managing deliveries and arranging buildings access
Bookings management
· Manage all hire enquiries and bookings for the site, including policy updates, booking forms, risk assessments and insurances
· Meeting prospective hirers to show them the premises and answer questions
· Maintain records associated with our bookings
· Issue invoices and process payments received
· Provide regular updates to the PCC Standing Committee regarding our bookings
· Arrange buildings access as needed for non-key holders
Communications 
· Respond in a timely manner to queries received
· Produce communications as needed for email, print, website and/or social media
· Create and send weekly newsletter via ChurchSuite
· Print documents, as needed, for those not on email
· Communicating with church wardens and assisting with policies and procedures
· Weekly taking and sharing of staff meeting minutes and actions
Record Keeping 
· Maintain online calendars
· Maintain the ChurchSuite database
· Keep up-to-date records of weddings, baptisms and funerals
· Administer the Electoral Roll
· Keep paper and on-line files up-to-date and backed up
· Compile and submit Annual Statistics for Mission return
· Ensuring that organisers of activities do a risk assessment for their activity and that these are recorded
Support of Safeguarding

· Manage the process for obtaining DBS checks
· Ensure all safeguarding risk assessments are recorded on the parish dashboard and that Parish Safeguarding Officers/PCC are updated of these activities as required
· Support Parish Safeguarding Officers with the promotion, encouragement and tracking of all safeguarding training
· Work closely with Parish Safeguarding Officers to ensure queries / concerns are escalated appropriately and accurate records are maintained
Service Support 
· Involvement in administration of baptisms, confirmations, weddings and funerals alongside clergy
· Prepare rotas for services including communion administration, readers and prayers, and coffee
· Prepare service sheets and visual presentations as necessary
· Liaise with volunteers/staff as required
· Order supplies
Publicity 
· Update church notice boards with necessary publicity
· Manage the promotion of church events including design and procurement of promotional materials
· Regularly update the church website and social media, in conjunction with the church Media Worker
· Advertise church events on the website and manage sign-ups/ticket sales, all via ChurchSuite
Line Management of Cleaner
· Line management of the part-time hall cleaner
· Work with the cleaner and facilities team to ensure cleaning and hygiene needs of the premises continue to be met
· Working with the cleaner to ensure attendance is adapted for busy periods/special events in the building
· Ordering supplies as requested by the cleaner, and managing deliveries
· Having regular check-ins to discuss progress and any employment needs including payroll queries, holidays and personal needs as required


St Barnabas, Linthorpe, Middlesbrough

Senior Administrator (Maternity Cover) Application Form


1. Personal Details

Title:

Surname:						Forename:

Address:

Postcode:

Telephone:						Mobile:

Email:



Nationality:						National Insurance number:

If you are not a British Passport Holder or a European Citizen, or you do not have the permanent right to remain in the UK, you will require a work permit.

Do you require a work permit for employment in the UK?  YES/NO

If you already have a work permit, when does it expire?:

Please note, your current work permit may not be valid for this post.

2. Education and Professional Qualifications
Please list below all relevant training and education, beginning with the most recent.

	University/ College/ Secondary School
	Date from
	Date to
	Please state all qualifications gained (e.g. A-Level English, BA Drama)
	Result 

	




	
	
	
	

	




	
	
	
	

	




	
	
	
	

	



	
	
	
	



3. Present/ Most Recent Employer

	Name and Address of Employer
	




	Job Title
	




	Dates of Employment
	



	Description of Duties
	






	Reason for leaving
	









4. Previous Employment 
 Please start with the most recent first. Please include work/voluntary experience and any periods of unemployment. Do not leave any unexplained gaps. (Please continue on a separate sheet if necessary)

	Name and Address of Employer
	Job Title
	Dates of Employment
	Brief Description of Duties
	Reason For Leaving

	







	
	
	
	

	







	
	
	
	

	







	
	
	
	




5. Information In Support Of Your Application

The Job Specification lists ‘essential’ and desirable’ qualities and the “core responsibilities’ for this role, please demonstrate clearly, using examples as appropriate, how you meet the criteria listed. 

Please provide additional information outlining why you are interested in this post. 

Please also tell us about your personal faith and experience, present church attended and involvement in church activities. It may be a brief description of the beginning and growth of your faith in Jesus Christ.




6. References:
Please provide the names of THREE referees:
· one of which must be your current or most recent employer.
· One should be the minister/leader of the church you currently attend
· The other should not be a relative or contemporary.
If you do not wish us to contact your referees unless you are offered the position, please indicate this below.

	Name (Referee 1)
(your current employer)
	



	Name (Referee 2)
(the minister/leader of the church you currently attend)
	

	Relationship to Referee
	



	Relationship to Referee
	

	Job Title
	



	Job Title
	

	Organisation
	



	Organisation
	

	Address
	



	Address
	

	Postcode
	



	Postcode
	

	Telephone No.
	



	Telephone No.
	

	Email Address
	



	Email Address
	

	How long known?
	



	How long known?
	

	May be contacted?
	Y/N

	May be contacted?
	Y/N




	Name (Referee 3)
	



	
	

	Relationship to Referee
	



	
	

	Job Title
	



	
	

	Organisation
	



	
	

	Address
	



	
	

	Postcode
	



	
	

	Telephone No.
	



	
	

	Email Address
	



	
	

	How long known?
	



	
	

	May be contacted?
	Y/N

	
	




7. Additional Information


Working for a church
Please tell us about any volunteer work you are doing/have done in church.  Include an outline of activities which carry/carried a position of responsibility.














When could you commence work with us?



What is the notice period required by your current employer?




Have you ever been convicted of a criminal offence? ❑Yes ❑No
(declaration subject to the Rehabilitation of Offenders Act 1974)




If you are short listed for interview do you require any special arrangements to be made so that you may attend an interview, if so please detail this on a separate sheet of paper.







Please return your completed form to David Goodhew, the vicar, via:  david@st-barnabas.net


Additional Notes






