FREE CHURCH
of SCOTLAND

Administrative Assistant
(First Point of Contact for the FCoS Central Office)

Established in 1843, the Free Church of Scotland is a registered charity with the vision for “A Healthy Gospel
Church for Every Community in Scotland”. There are currently over 110 congregations and around 12,000
people in our churches on any given Sunday.

In addition to congregational activities, the Free Church of Scotland trains ministers and other people in the
wider evangelical community through the degree-awarding Edinburgh Theological Seminary. The Free
Church runs a programme of residential youth camps for over 350 young people each summer, and pursues
global mission by supporting partners around the world.

We are looking for a friendly and enthusiastic Administrative Assistant to join our team of committed staff in
the Central Office.

The work of the office is varied, and the Admin Assistant will hold an important role as ‘first point of contact’.
The post holder will enjoy greeting and assisting people visiting the Mound Building. The person will also be
in regular contact with members of the Free Church congregations across the country through handling calls,
emails and other enquiries.

In addition to being the first point of contact, the Admin Assistant will have responsibility for keeping central
databases up to date, assimilating and sending communications to churches and helping with other Central
Office administrative work.

There is an Occupational Requirement under the Equality Act 2010 for the post holder to demonstrate a firm
Christian commitment. As such, the successful candidate will be a Christian with an active commitment in a
local church and someone supportive of the values, vision, and ethos of the Free Church.

Overview

Hours: 35 hours per week (Mon — Fri).

Start Date:  As soon as available

Location: Free Church of Scotland Offices, 15 North Bank Street, The Mound, Edinburgh, EH1 2LS.
Salary: Around £25,000 dependent on skills and experience.

Pension: The Church operates a Group Pension Scheme and makes a 10% contribution towards the
employee’s pension.

Holidays: 34 days (inclusive of public holidays) per annum.
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Application forms may be obtained from the Free Church website or Fiona Russell, Executive Assistant to the
CEO, by email to fiona.russell@freechurch.org .

Role Purpose:

To provide a timely, friendly, informative response to people contacting the Free Church Offices alongside
administrative support to the work of the wider Central Office team.

Role Description:

Administrative e Welcoming and assisting visitors to the building
Assistant e Answering the main phone number, directing calls and responding to
Key Responsibilities general telephone enquiries

e Managing incoming and outgoing mail including postage

e Responding to or redirecting website and email enquiries

e Maintaining Church-wide contact lists, distribution lists, databases and
directories

e Assisting with the administration of PVG applications and safeguarding
training

e Assisting with the administration of Gift Aid claims

e  Assisting with mailings and emails to ministers and congregations
e Assisting in preparation and issue of monthly newsletter

e Organising the distribution of The Record magazine

e Maintaining stocks of office consumables and arranging maintenance
of office equipment including photocopiers

e Monitoring and acknowledging donations

e Managing room bookings and assisting with building use

e General administrative assistance to the Office Team

Please note: The job description is not exhaustive, further details and specifics of tasks and duties will be
agreed with the line manager. The Administrator will report to the Executive Assistant (who reports to the
CEO).

Person Specification:

Essential Desirable

A Christian with an active commitment in a local Prior experience in an administration role.
church, supportive of the values, vision, and
ethos of the Free Church, and able to take part in
weekly staff coffee time and brief devotions.

Committed to serving visitors, church members Experience of working with charity or other
and others through friendly and attentive service. | third sector organisations.

Strong verbal and written communication skills,
demonstrating ability to relate well to people
from all backgrounds.
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High degree of efficiency with excellent
administration and organisational skills.

Excellent attention to detail.

Competent in intermediate level Word and
Outlook and experience of using other Microsoft
Office applications.

Ability to deal with sensitive information in
confidence.

Ability to take initiative, accept responsibility and
meet deadlines with awareness of when it is
appropriate to consult others.

Ability to build positive relationships with others
and to work well as part of the Central Office
team.

Self-motivated and flexible in approach, with
enthusiasm, dedication and a ‘can do’ approach
to helping others.




