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DIOCESE OF LICHFIELD 

PARISH OF ALL SAINTS, STREETLY – PARISH ADMINISTRATIVE OFFICER

25 hours per week, job share, and flexible working considered.   
Salary £10.50 per hour.  
Based at All Saints Church, Streetly 

We are looking to recruit a Parish Administrative Officer to provide administrative, clerical and office support to the ministry team, (clergy and lay leaders) and the work of the church. The post holder will support and promote ministry and mission within the parish of Streetly. 

This is an exciting opportunity for someone who possesses administrative and office - management skills, is an effective multi-tasker, and able to communicate effectively with a variety of contacts.  We are looking for someone with initiative and self-confidence, who can meet tight deadlines, handle confidential and sensitive information, has literacy and numeracy skills and an attention to detail.  
Candidates should have substantial experience of working in a busy office environment, educated to at least GCSE level or equivalent in English and Maths and be computer and social media literate.

This post is subject to an Enhanced Disclosure Application to the Disclosure and Barring System.

Closing date: Friday 19 May 2023
Interviews: Wednesday 31 May 2023 
For full details and an application form, please email allsaintstreetly@btinternet.com or download from All Saints Facebook page 

