
 
 

Administrator Role Profile 
 
 
Exeter Network Church is looking for a dynamic & engaging administrator to 
join the staff team to replace a member of staff retiring and to strengthen the 
team.   Exeter Network Church is a growing church which emphasises mission 
and life in the Spirit.  We are a Bishops Mission Order in the Diocese of Exeter 
and are currently around 400 strong with a wide range of ages.  As a church we 
are an encouraging, welcoming community who believe that Jesus transforms 
everything, and we want to partner with the Holy Spirit to bring the life and 
hope of Jesus in Exeter.  Do check out our website (www.enc.uk.net) to find 
out more about us and see all that we’re up to. 
 
The purpose of the role is to be a point of contact for the church office, to 
oversee Sunday coordination, undertake pastoral admin, PA tasks for the 
Church Leaders and provide general administrative support for the day-to-day 
running of the church.  This person will join our Staff Team of about 12 people 
(a mixture of full and part-time) and take part in our weekly staff meeting and 
prayers. 
 
 
Contract: Permanent with 6-month probationary period.  Ideal 

start date September 2019 
Location: Exeter Network Church Office 
Hours: Full-Time: 35 hours a week.  Includes working on 

Sunday (Sunday hours may vary, but will be approx. 
2-9pm) & occasionally some evenings (Time off in-
lieu will be arranged).  
Part-time hours may be considered for the right 
candidate 

Pay: £8.75 – 9.75 an hour, depending on experience 
Holiday: 25 days pro rata + bank holidays 
Reporting to: Operations Manager 



DBS Check required?: Yes 
 
 
Main Tasks 
 
General Administration 
 

- Receptioning for the Church office: welcoming visitors, answering the 
phone, fielding emails 

- Oversee office facilities, cleaning & supplies 
- Assisting with DBS checks 
- ChurchSuite administration tasks including keeping people records up to 

date, creating rotas, monitoring attendance 
- Training volunteer leaders to use ChurchSuite 
- PA tasks for the Church Leaders:  including diary management, arranging 

meetings, booking travel, ad hoc admin tasks 
- Ad Hoc administration tasks as directed by Operations Manager  

 
Sunday Coordination 
 

- Coordinate Sunday Gatherings – Oversee the hosting team as they set 
up, provide refreshments, welcome and pack down and ensure that all 
the practical elements of a Sunday gathering are in place. 

- Oversee & develop Sunday hosting teams.  Recruit volunteers to the 
hosting team, train and develop them 

- Oversee some Sunday rotas 
 
Pastoral & integration Admin 
 

- Attend weekly pastoral meetings 
- Undertake pastoral follow up as requested 
- Admin Support for 4mations 
- Admin support for Prayer Ministry 
- Potentially oversee the Connect Process for Newcomers 

 
 
 
 
This list of responsibilities is not exhaustive and is subject to review with the 
Operations Manager 
 



 
 
 
 
 
Person Specification 
 
Essential 

- A dynamic faith in Christ & a growing life in the Spirit 
- Strong, written and verbal communication skills, 
- Strong IT skills, including the use of Microsoft Office and the ability to 

quickly learn to use other software we use. 
- Ability to manage volunteers 
- Excellent people skills, 
- Ability to work flexibly, plan, make decisions be proactive and prioritise 

workload 
- To be trustworthy and understand appropriate confidentiality 
- To be able to work well with others, and develop good working 

relationships 
- An eye for detail 
- Good organisational and administrative skills 

 
Desirable 

- Previous admin experience 
- Willing to become part of Exeter Network church  
- Experience of church ministry/mission and a good understanding and 

passion for church life 
 

 
There is a genuine occupational requirement for the holder of this post of be a 
Christian 
 
To apply, please send your CV and a covering letter outlining your suitability 
for the role, along with the self-declaration and data protection declaration 
form to Roseanna McClune: roseanna@enc.uk.net by midnight on 6th May 
2019.  If you would like an informal chat or to find out more about the role, 
please do email Roseanna or give her a ring on 01932 434311 


