Mission Area Administrator 

JOB PURPOSE 
To support the Trustee Board (MAC) and the Shared Ministry Team to deliver the Mission Area’s vision, priorities and development plan in accordance with the Mission Area Rules and Regulations by providing an efficient, effective and comprehensive administrative service to the Mission Area and managing the Mission Area Office. 
KEY WORKING RELATIONSHIPS 

Source: Diocese of St. Asaph, Toolkit 5 Mission Area Role Descriptions

• Mission Area Leader 
• MA Trustees (MAC) 
• Members of the Shared Ministry Team 
• Members of Church Committees 
• Diocesan officers and staff 

MAIN DUTIES AND RESPONSIBILITIES 
• Day to day management of the Mission Area Office 
• Ensure that the Mission Area is administered effectively by providing an efficient all-round administrative service to the Mission Area Leader, the Trustee Board and sub-committees as required 
• Act as a central point of contact for the Mission Area, dealing with all persons warmly, professionally and ensuring that the appropriate follow up action is taken 
• Process incoming and outgoing email and paper correspondence 
• Prepare and distribute reports, correspondence, minutes, statistics and publications as required and within deadline 
• Process financial transactions, invoices, bank statements and financial documents as required and in liaison with the Mission Area Treasurer 
• Maintain and manage Mission Area records – electronic and paper. Ensure that files are handled in accordance with Data Protection regulations 
• Co-ordinate and maintain regular lines of communication with Church Committees across the Mission Area, and also with external individuals and bodies as required, and in line with the General Data Protection Regulations (GDPR) 
• Support the Mission Area Leader or Lay Chair to arrange, co-ordinate and plan services and events across the Mission Area and maintain the Mission Area Diary. 
• React quickly to arrange cover in cases of sickness or sudden unavailability 
• Support the Mission Area communications strategy. 
• Ensure that social media sites, the Mission Area website and databases are kept up to date and accurate 
• Attend and participate in Trustee Board meetings and other meetings as required
