
A. CHURCH SECRETARY - JOB DESCRIPTION & PERSON SPECIFICATION 
 

Job Description 

Main Purpose: To ensure there is effective administration of the church which supports 

the vision, mission and life of the church and complies with all legal requirements; 

working closely with the Senior Pastor, trustees and other church members as 

appropriate   

Key responsibilities: 

1.  Responding and delegating to applicable correspondence sent to church. – 1 hour per month 

2.  Organise and distribute dates for Deacons, Elders, Leadership and Church Meetings and yearly calendar 

for church events. (Usually done for a year in advance in consultation with the Senior Pastor) Attend all 

Deacons, Leadership and Church Meetings whenever possible - 6 hours per month 

3. Chair or delegate chairing Deacons Meetings  

4. Write agendas for Deacons, Leadership and Church Member meetings in consultation with Senior Pastor. 

Review minutes for these meetings, circulate them and arrange for them to be approved and signed and 

stored.  Ensure decisions made are implemented. - 5 hours per month 

5. Support the Senior Pastor at Church Meetings 

6. Have a regular "catch up" with the Senior Pastor. Perhaps 2  hours a month 

7. Deal with the Baptist Union Returns - 3 hours a year – this can be delegated  

8. Organise nominations and elections of new trustees plus the paperwork for them – 3 hours a year 

9. Initiate a list of practical arrangements for services at Christmas & Easter – included in agenda 

preparation – this can be delegated   

10. Liaise with and support the Office Administrator – 1 hour per month 

11. Fulfil other responsibilities in agreement with the Senior Pastor that arise from time to time in accordance 

with the BU guidelines for Church Secretaries. 

 

Approximately 3 hours a week and 3-4 meetings a month  

 

Person Specification 

1. A committed and mature Christian  

2. Evidence of well developed organisation and administration skills 

3. Demonstrated Leadership capabilities 

4. At the heart of the church, will need to be in healthy and effective relationship with active church 

members across the church and a maintain an up-to-date overview of church life.  

5. Demonstrated evidence of initiative taking, self-motivated and a “make it happen” person 

6. Confidently computer literate. 

7. Evidence of working collaboratively as part of a team.  

8. Approachable and able to relate to people of different ages and from different cultural 

backgrounds. 

9. As with all disciples pursuing a life of faith, hope and love from a place of gratitude for what 

Christ has done and is doing.  

  



 

B. HUMAN RESOURCES TRUSTEE  
 

Job Description 

Purpose: To Ensure the recruitment, employment and development of paid staff is in 

accordance with relevant employment legislation, BU guidelines and good practice. 

Key responsibilities: 

1. Carry out regular pay review at intervals agreed with the treasurer and Senior Pastor, to ensure internal 

equity and taking account of external job market comparisons. 

2. Periodically review and provide for the upholding of Terms and Conditions for staff, being available to 

answer queries from staff or other Trustees, and recommend changes as necessary, and in compliance 

with changes in employment legislation. 

3. Ensure the provision, and where necessary review, of Job Descriptions and Person Specifications for new 

staff. 

4. Ensuring recruitment is handled in compliance with relevant legislation, and where relevant, BU 

Guidelines, including advertising, processing applications, selection processes including interviews, and 

obtaining references, where sought, for new employees 

5. Working towards developing an Employee Handbook  

6. Maintain reliable records of hours worked by staff and holiday taken.  

7. Ensure any grievance or disciplinary matters are addressed appropriately and in accordance with any 

relevant legislation and/or BU guidelines, in collaboration with the Senior Pastor , and if required staffing 

and leadership  

8. Fulfil other responsibilities as a Charity Trustee, or reporting to a Trustee or the Church Secretary. 

 

Average of 2 hours per month  

Person Specification 

1. A committed and mature Christian  

2. Desirable to have experience/knowledge of current employment law  

3. Confidently computer literate. 

4. Evidence of well-developed interpersonal skills and able to relate to people of different ages and 

from different cultural backgrounds. Demonstrated evidence of pastoral style, and of being an 

‘encourager’. 

 

  



C. GOVERNANCE TRUSTEE  

Job Description 

Purpose: To ensure effective and legally compliant church governance and good 

practise and keeping policies up to date.  

Key responsibilities 

1. Ensuring the church is compliant with all relevant BU, Charity Commission and statutory requirements, 

and follows all relevant best practice guidelines, including organising necessary governance training for 

staff or trustees as required and log of Declarations of Interest. 

2. Ensure compliance with GDPR requirements and act as Data Protection Trustee  

3. Oversee applications for the use of Alcohol – can be delegated  

4. Regularly review and update Church policies, and ensure that they are implemented. 

5. In collaboration with other trustees and/or Staff, leading the process of conversion to a CIO (Charitable 

Incorporated Organisation) 

6. Fulfil other responsibilities as a Charity Trustee, or reporting to a Trustee or the Church Secretary. 

 

Average of 3 hours per month  

 

Person Specification 

1. Prepared to gain or already have an understanding of policies required by TWBC and the legislation they 

are based on. 

2. Prepared to have a working knowledge of TWBC Constitution 

3. Desirable to have some legal knowledge or relevant governance experience from another context.  

4. Confident computer literacy. 

 

D Other roles currently carried out by Church Secretary but can be done by 

others 
1. Arranging servers for communion  

2. Keeping membership list up to date   

3. Support of Office Administrator includes renting out premises and dealing with cleaners. 

 


