
Church Administrator Job Advert 

May 2021 

 

 
St Martin’s Heaton Norris is an Anglican Parish Church located in Stockport 

borough and the Diocese of Manchester. In September 2018, a new chapter 

started at St Martin’s when a church revitalisation began with a group of about 

40 adults from Holy Trinity Platt. Since then, there has been steady growth as 

newcomers have joined the church and relationships have been re-built with the 
local community. The growing nature of the church, particularly over lockdown, 

has increased the need for significant administrative support.  

 

We are looking for a gifted, skilled and experienced administrator to work on a 

flexible, part-time basis to support our ministry. The purpose of the role is to 

deliver effective management of the day-to-day administrative operations of the 
church by co-ordinating and facilitating both tasks and volunteers. The role will 

work in close co-operation with the minister and leadership of the church.  

 

A full contract of terms and conditions will be issued to the successful applicant 

but the following provides a brief overview:  

 

Salary: £12,480 a year paid monthly plus pension contributions. This 
salary equates to a full-time gross annual salary of £19,240.  

 

Hours: 24 hours per week (to be determined in discussion with the 

minister).  

 

Holidays: Annual paid holiday entitlement is 28 days pro-rata (equivalent 
to 18 days for 24 hours per week). Leave should be arranged in advance 

with the minister, bearing in mind the particular demands of preparation 

for busy periods in the church calendar.  

 

 

The nature and context of the role means that for this post there is an 

occupational requirement for a committed Christian employee, demonstrating 
full support for the mission, vision and values of St Martin’s and also becoming a 

member of St Martin’s congregation.  

 

A full job description is available at stms.org.uk/resources/job-opportunities.  

 

The closing date for applications: Monday 14th June 2021 at 17:00 hours 
with interviews to be held later in June/July (dates to be confirmed).  

 

For more information, please contact Rev’d William Rubie on office@stms.org.uk. 


