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Congregational Development

Ministry Position 

Parish Administrator
	Ministry Position Title:
	Parish Administrator

	
	

	Term of Office:
	Up to one year as per the mandate (renewable)

	
	

	Supervision and Support:
	Reports to:      The Chief Administrative Officer (CAO) and the Area Bishop

	
	Staff liaison:  Congregational Development Consultant; Volunteer Management Consultants

	
	Committee/Board responsible for this ministry:  Diocesan Council

	
	

	Purpose of the position:
	​​​​​​​​​​​​​​​​​​​​To carry on the function of trustee, receiver and manager of the affairs of the parish under the mandate of Diocesan Council.  Parameters of the implementation plan, and role are defined by the CAO and Area Bishop

	
	

	Population(s) served:
	The Diocesan Council through the Secretary of Synod, The Area Bishop and the assigned congregation 

	
	

	Duties & Responsibilities:
	1.  See Canon 24 especially sections 2, 3, 5 and 9.  

	
	2.  Report regularly to the CAO for financial and related matters 

3.  Report regularly to the Area Bishop for pastoral care and ministry issues.

	
	

	Skills/ Knowledge Required:
	1.  Excellent management skills including project management
2.  Good change management skills

	
	3.  Proven effective in financial management, bookkeeping skills
4.  Good understanding of Anglican church structure and functioning or 

willing to learn. Normally, volunteer is an Anglican in good standing in his/her home parish.

	
	5. Above average communication skills both verbal and written (English). 

A second language is an asset.

	
	6. Able to work independently and as part of a team

	
	7. Strong interpersonal skills

	
	8. Able to travel 

	
	9. Good computer skills

	
	

	Limits of the position:
	1. Compliance with the policies of this diocese including screening.

	
	2. One-one meetings with vulnerable people is not an expectation of the position and should be avoided

	
	




	Terms of work/service:
	Variable 0-6 hours per week

	
	

	Training provided:
	( Position-specific training (pre-requisite)

	
	( “On the job”” training (as required)

	
	

	Position Risk Assessment: 
	(  Low    (  Medium     ( High  

	
	

	Benefits & Opportunities:
	1. Opportunity to make a significant contribution to a parish in crisis and     
            to the Diocese as a whole
2.  Suitable for someone who enjoys a challenge

	
	3. Working in a team with Area Bishop, Chief Administrative Officer 
and parish leaders
4. Out-of-pocket expenses reimbursed as per diocesan policy
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