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Job Description
Serving the mission – Called to Bear Fruit



Parish Secretary
St Mary’s Parish, Croydon
	Location
	St Mary’s Parish, Croydon

	Reports to
	Parish Priest

	Contract
	Permanent

	Hours
	Full-time, 35 hours per week (Monday to Friday, 9.00am–4.30pm)

	Salary
	

	DBS requirement
	[bookmark: _GoBack]


About the Role
St Mary’s Parish is seeking an organised, professional and proactive Parish Secretary to support the day-to-day administration of a vibrant and diverse Catholic parish community.
Working closely with the Parish Priest and clergy team, the Parish Secretary will play a key role in ensuring the smooth and efficient operation of the parish office and its associated facilities. This is an administrative position and does not involve pastoral or spiritual care responsibilities.
St Mary’s Parish serves a multicultural congregation of approximately 3,000 parishioners, supports three schools, several care homes, numerous parish groups, and a busy parish centre used by both parish and community organisations.
Key Responsibilities
Parish Office Administration
1. Provide comprehensive administrative support to the Parish Priest and clergy team.
1. Manage incoming correspondence, emails, telephone calls and visitor enquiries.
1. Draft, type and file correspondence and parish records.
1. Maintain parish databases, records and confidential documentation.
1. Process invoices, maintain petty cash records and support financial administration.
1. Handle parish statistics, reports and diocesan returns.
1. Maintain sacramental registers, including Baptism and Confirmation records.
1. Manage funeral administration and related documentation.
1. Coordinate appointments and respond to parishioner enquiries in a timely and professional manner.
Parish Centre Bookings
1. All bookings are handled by the Parish Centre Manager; any enquiries received by the parish office should be referred to the Parish Centre Manager.
1. Maintain and file accurate hirer documentation provided by the Parish Centre Manager.
1. Record full hire payments received in cash in the cash book, ready for banking.
1. Place any cash deposit in an envelope with a copy of the hire agreement and keep it in the safe, to be returned to the hirer after the event only once the Parish Centre Manager has confirmed by email.
1. Ensure booking procedures and documentation are properly maintained.
Parish Room Bookings
1. Where a booking is requested by a regular user, check the diary and enter the details of hire if the room is available.
1. Always refer new hirers to the Parish Priest for approval.
Safeguarding for Parish Events
1. Inform the Safeguarding Officer of all parish events in advance and provide the names of the designated event leaders, ensuring that full safeguarding protocols are followed and appropriate oversight is in place.
Events and Communications
1. Prepare and collate information for parish newsletters and communications, for approval by the Parish Priest.
Compliance and Office Management
1. Monitor and maintain licences, insurance policies, contracts and renewal dates.
1. Ensure time-sensitive matters are prioritised and actioned promptly.
1. Help make the parish office a lively, welcoming and well-organised place that supports the community.
Person Specification
Essential
1. Previous experience in an administrative, office management or secretarial role.
1. Excellent organisational and time-management skills.
1. Strong written and verbal communication skills.
1. Proficiency in Microsoft Office applications and general office systems.
1. High levels of accuracy and attention to detail.
1. The ability to handle confidential information with discretion.
1. Strong interpersonal skills and a welcoming, professional manner.
1. The ability to work independently and manage multiple priorities.
Desirable
1. Experience working within a church, charity, education or community-based organisation.
1. Familiarity with maintaining records.
1. Basic financial administration experience.
About St Mary’s Parish
St Mary’s Parish is a thriving and diverse Catholic community serving over 3,000 parishioners from a wide range of cultural backgrounds and languages. The parish supports schools, care homes, parish groups and wider community activities through its active ministry and parish facilities.
Our Commitment to Safeguarding
The Roman Catholic Archdiocese of Southwark is committed to safeguarding and promoting the welfare of children, young people and adults at risk, and expects all clergy, staff and volunteers to share this commitment. Appointment to this role is subject to satisfactory references and, where applicable, an enhanced DBS check.
How to Apply
Please submit your CV and a covering letter outlining your suitability for the role to the parish office, or by email to hr@rcaos.org.uk .
Closing date: 10th August 2O26.
Please note: we are unable to offer visa sponsorship for this role. Applicants must have the right to work in the United Kingdom.
The Archdiocese of Southwark is an equal opportunities employer and welcomes applications from all suitably qualified candidates.
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