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KEPPEL PARISH 

	Position Title
	Administration Officer, Parish Office

	Position Status
	Permanent Part-time 

	Position Reports to
	Rector / Priest in Charge

	Positions supervised 
	Volunteer Administration Assistant Role

	Award
	Clerks – Private Sector Award 2010 Pay level 2.2



Background 

Keppel Parish is part of the Anglican Diocese of Rockhampton and has provided Christian witness to the people of the Capricorn Coast since the late 19th Century. The Parish extends from the Byfield Forest in the north to Keppel Sands in the south and incorporates two church buildings – St James the Fisherman, Taranganba and Christ Church, Emu Park. Parish 
activities include Sunday and mid-week church services, Bible study groups, evangelistic and outreach programs including religious instruction in schools and general pastoral care visiting.

Position Purpose

The Administration Assistant is responsible for providing administration support to the Rector or Priest in Charge and as required for all Parish activities. In addition, the Administration Assistant is responsible for efficient management of the Parish Office.
This position requires a high quality and confidential service that reflects the Parish Mission of “Serving Christ Proclaiming his Love”.

Key Position Accountabilities

1. Well developed computer skills – in particular proficiency in Apple and Microsoft Office products – a working knowledge of general office computer software packages and the ability to acquire knowledge of Parish specific programs.

2. Ability to work independently, multi-task and prioritise work.

3. Communicate with contracted provider of Parish IT support.

Personal Attributes
Essential
1.  Commitment to Faithfulness in Service.
2. Good communication and interpersonal skills.
    Desirable
1.    Demonstrated experience in a similar role as described in attached duties and        responsibilities list.
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Position Review

This position is subject to -

1. A three (3) month probationary review.

2. Ongoing annual review with the first occurring 12 months from commencement of employment.







I,_______________________________________________ accept the role of Administrative Assistant, Anglican Parish of Keppel and have read and understand the Role Description.




Signature		____________________________________     Date	_______________

Priest in Charge	____________________________________	Date	_______________



Ref: Keppel Parish Strategic Plan 2016
        Faithfulness in Service 2015
        Parish Canon 2013












WEEKLY:
· Meeting with Priest-in-Charge and wardens to discuss upcoming issues.
· Phone – Respond to phone calls and follow up as necessary.
· Pew Sheets – Collate the weekly Pew Sheet within a set timeline; ensure the nominated person has reviewed prior to printing; Friday - print sufficient for all services, email to parishioners & upload to website.
· St James Church Services – For 7.30am & 9.30am services for St James, update Keynote/PowerPoint details as necessary (including notices, sentence, date and name of service); put in relevant hymns as supplied by parishioner responsible for such (email to them for approval)
· Calendar – Update the Parish Calendar regularly with any events, bible study groups or special services.  
· Baptisms – Assist with Baptism preparations including the printing of Baptism and Godparent certificates; recording the Baptism in the Baptism Register; and printing of  Baptism letter/s.
· Marriages - Respond to enquiries for Weddings by referring on to the officiating Clergy; forward relevant documentation to person enquiring when directed; add to Parish Calendar if wedding is booked.
· Funerals – Assist the officiating Clergy with Funeral service sheet if necessary and print required amount; record the Funeral in the Funeral Register once paperwork is received.
· Stationery – Ensure adequate supplies of stationery are on hand.
· Office Equipment – Ensure office equipment is operational and kept maintained.
· Assistance to Others – Assist Ministry Co-ordinators requiring administrative support when time permits.
· Clerical – Type and present documents, as directed by the Incumbent and or Wardens, in a timely manner.
· Invoices – Ensure any invoices received are promptly forwarded to Treasurer for payment.
· Filing – File all documentation as required.
MONTHLY:
· Website - Update website under direction of Priest in Charge
· Church Service Rosters – Mid-month, prepare St James roster templates for 7.30am & 9.30am with date changes and readings updated, and forward to Roster Co-ordinators.  When returned completed, print required amount and place in foyer of St James.
· Calendar of Events – Toward the end of the month, prepare the Calendar of Parish events and place on the notice board for the following month.
YEARLY:

· Annual General Meeting - Assist with the preparation of AGM documentation.
· Diocese Returns – Assist with the completion of Returns as directed.
Any other duties within the perimeters of the Award as requested by the Priest in Charge or Wardens.
Phone: (07) 49892108
Email: office@keppelanglican.org
Web: www.keppelanglican.org
Postal Address
PO Box 197
Yeppoon 4703
Parish Office
15 Housden Place
Taranganba 4703
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