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Job Description and Person Specification for an Office Administrator at Hinde Street Methodist Church

Job title: 		Office Administrator 
Responsible to:              	Office Manager
Hours:	36.5 per week Usually Monday - Friday, occasional Saturday evenings with time in lieu
Annual Rate: 	              	£31,735 incl London Weighting. 
Location:	              	Church Office Hinde Street Methodist Church, 
19 Thayer Street, W1U 2QJ


About Hinde Street 
 
Hinde Street Methodist Church is a worshipping community drawn from all over London, and the church has been on its current site since 1887. There are two or three Sunday services each week. On other days the church hosts about 25 different weekly 12 Step Recovery Groups, an afternoon club for local homeless and vulnerably housed people on one day a week, Class meetings [faith based groups] and other fellowship groups meet throughout the week. 
Hinde Street Methodist Church is one of two churches in the West London Mission Methodist Circuit [Circuit is a group of Methodist Churches], the other being King’s Cross Methodist Church.


JOB DESCRIPTION

Summary of the post of Office Administrator
The Office Administrator will cover the reception and core office administration and be responsible for coordinating bookings and assist with marketing. They will be responsible for greeting visitors to Hinde Street Methodist Church and ensuring that they are warmly welcomed. This crucial and interesting role has the opportunity to be part of a friendly and efficient team in an inclusive and engaging community. Whilst the majority of the work is administrative, there are opportunities to be involved in the digital communications and also in engagement and support of the diverse groups who use the church’s spaces.

Main duties and responsibilities:

1 Ensuring the reception is a professional and welcoming place for all coming into the building 

1.1 Ensuring that all visitors receive a warm welcome and notifying relevant staff of their arrival.
1.2 Indicating the location of meeting rooms for group attendees.
1.3 Collaborating with the Caretaker around the management of contractors. 
1.4 Issuing and recovering of keys as necessary for users of the building.
1.5 Dealing appropriately with individuals seeking assistance or those making enquiries.
1.6 When necessary, assisting the Caretaker in setting up rooms for meetings.
1.7 To be knowledgeable about the setting up of audio and visual systems in the church.

2 Offering a high-quality service to all telephone, email, or oral enquirers

2.1 Logging messages and enquiries, ensuring that they are passed on appropriately. 
2.2 Receiving the post and other deliveries and passing them to the appropriate person. 
2.3 Franking and entering outgoing post.
2.4 Recording bookings and scheduling arrangements for partner events.
2.5 Maintaining contacts and correspondence with building users.

3 Completing administrative tasks to support the work of Hinde Street Methodist Church

3.1 Working closely with the Office Manager and others to provide efficient administrative support to the Hinde Street Ministers and Church members.
3.2 Assisting with photocopying and preparation of papers for committee meetings and church services.
3.3 Data inputting and retrieval of relevant information into the Church Suite database.
3.4 Preparing Weekly newsletter and orders of service for church worship including PowerPoint presentations for Sunday. Managing communications via Mailchimp.
3.5 Opportunity to work with the Digital Communications Officer on digital engagement such as updating the church website and social media.

4   Responsible for Booking Coordination

4.1 Enquiries - dealing with customers over the phone, via email and face to face; discussing aims, prices, products and services.
4.2 Bookings - creating and maintaining booking forms, invoices and Booking Coordinator emails professionally and accurately.
4.3 Activity development - implementing feedback and actions as agreed with the Office Manager to support the development of products and services and to assist with marketing.


5  Other Duties

5.1 To adhere to the Methodist Church’s Equal Opportunities Policy, Health and Safety Policy,
       Safeguarding Policy and all other relevant policies regarding employment in the Methodist 
       Church. To work collaboratively with other staff, church members, and volunteers.

5.2 Management and Support: Attending supervision and participating in training both internal and external.
5.3 To undertake such other duties, consistent with the role, as may be reasonably required.
5.4 To assist the Office Manager in ensuring the smooth operations of the building.







PERSON SPECIFICATION

We are seeking an Office Administrator to work in the Hinde Street Church Office who can demonstrate the following competencies and is committed to using them in this role.

· A welcoming and friendly manner
· Client focused
· Ability to work in a team with a flexible approach
· Organisation and planning skills
· Communication skills 
· Administrative and IT skills
· Ability to be proactive and use initiative


The post of Office Administrator requires:

1       Skills
1.1 Experience in a Customer Service environment.
1.2 Experience in encountering challenging or vulnerable customers. (Please note that it is inevitable that, on occasions, verbally aggressive people will present themselves at reception. Training is available for staff in relating to such people and the de-escalation of these situations.)
1.3 Good knowledge and understanding of booking processes and systems.
1.4 Accurate data input skills.
1.5 Ability to administer and organize work methodically and accurately.
1.6 Proficiency with core IT programs such as Word, Outlook, Excel and PowerPoint.
1.7 Good communication and interpersonal skills to deal with the range of stakeholders who phone or come in person to the Hinde Street Office.
1.8 Ability to deal sensitively with a wide range of people seeking help or assistance from the Office.
1.9 Good time management.
1.10 Desirable Skill: Experience of updating social media in a professional setting,


2 Knowledge and personal qualities
2.1 A willingness to work flexibly and responsively to the needs of Hinde Street Methodist Church.
2.2 To be a team-player and work positively alongside other colleagues, church members, and volunteers.
2.3 To uphold the values of Hinde Street Methodist Church.
2.4 An understanding of Hinde Street’s inclusive Christian ethos and how this works in practice.

*Please note that the job description for this post may be subject to change.
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