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JOB DESCRIPTION
Administrator, Oak Tree Anglican Fellowship Trust

· Oversee the general administration of Oak Tree Anglican Fellowship Trust, including:
· [bookmark: _GoBack]Efficient running of the office, including maintaining equipment and supplies for the church
· Taking meeting minutes as necessary
· Answering phone, door, post, delivery and email queries
· Collating and sending termly rota
· Annual Parish Return, and church records
· Working with IT Director for efficient IT systems
· Updating Policies for the Trust in liaison with trustees
· Delegating to and encouraging volunteers
· Oversee the financial administration of Oak Tree Anglican Fellowship Trust, including:
· Ensuring prompt bill payments, reimbursements, giving, room hire income
· Payroll
· Paying cleaner
· Gift aid claims, Gift Day administration
· End of month financial reports as needed
· Managing petty cash
· Update accounts in QuickBooks, undergoing training as necessary
· Budget inputting and management
· Fixed asset management
· Management of online bank accounts
· Oversee the communications of Oak Tree Anglican Fellowship Trust, including:
· updating gmail calendar
· design and production of weekly notices for screens, posters & flyers as needed
· design and production of welcome information as needed
· design and production of monthly programme cards as needed
· sending letters and emails to members and others as needed
· updating the website, Facebook and Twitter
· Oversee the facilities management of Oak Tree Anglican Fellowship Trust, including:
· opening/locking up the office (out of office hours to be negotiated)
· managing room hire and bookings including key provision and payments
· recording breakages in the 216 maintenance book 
· liaising with workmen as needed
· managing the cleaner's duties
· setting heating/ventilation as required for 216 events
· organising waste disposal
· updating legal policies in liaison with trustees for the building e.g. Fire, Health and Safety Policy
· organising maintenance, health and safety and fire checks, and risk assessments with Church Wardens
· Occasional other duties as necessary, and in liaison with other staff.

image1.emf

