
 

Job Description 

Job title:  Administrator 

Part-time post: 20 hours per week   

Department: Office/Operations 

Location: Great St Mary’s and Michaelhouse, Cambridge 

Reporting to: Operations Director 

Hours: The role will normally involve working 20 hours a week over five days, Monday to 
Friday. However, the post holder will also be expected to work occasional evenings and 
weekends for special events for which time off in lieu will be given.  

Starting pay  £23,067 pro rata = £12,639 

Contribution of 3% of salary to a pension scheme 

Holidays: 28 days + Bank Holidays pro rata 

Great St. Mary’s operates an equal opportunities policy.  

Further information: e-mail WardenM@gsm.cam.ac.uk  See also www.greatstmarys.org 

Please send your application with cover letter, CV, and e-mails of three referees, by e-
mail to WardenM@gsm.cam.ac.uk by 5pm on Monday 28 June, 2021. 

Overview 

Great St Mary’s and Michaelhouse, and their associated shop and café, are open daily 
for visits and community activities. The churches serve the local community and 
University of Cambridge, and are also major historic tourist destinations with over 
350,000 visitors a year. The Administrator will work with the Operations Director, Building 
& Facilities Manager, and Café Manager to support the day-to-day operation of both 
buildings and a small team of staff and volunteers. 

Tasks and responsibilities 

• Being the designated Data Protection officer for GDPR compliance 

• Operating Church Suite database 

• Development and upkeep of policy and procedure 

• Safeguarding administration 

• Word processing and design of promotional materials   

• Communications including Social Media, website, email newsletter 
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• Record keeping  

• Working with the Building & Facilities Manager, and Café Manger in connection 
with bookings and management of events 

• Management of the church offices and diary  

• Responding to, enquiries by telephone and email 

• Other tasks as specified by the Operations Director  

Knowledge requirement 

The post holder will be required to have or develop knowledge of  

• IT skills including Word, Excel, WordPress, and MailChimp 

• Data protection and database management (Church Suite) 

• Policy and procedures relevant to a church and its business activities  

Training can be provided where necessary. 

Person Specification 

This is a new post. The successful candidate will be able to work confidently in a church 
environment balancing community and commercial imperatives and working with a wide 
variety of stakeholders and colleagues. The range of duties involved will require good 
communication skills, attention to detail and an ability to plan and carry out work without 
detailed supervision. Applicants will be required to demonstrate the ability to meet 
deadlines and to successfully prioritise and organize tasks in a complex environment. 
They will need to be flexible and be able to handle new and unusual situations as they 
arise. 

The postholder may be required to support staff working in the church and Michaelhouse 
and to undertake some physical work (including climbing the tower and lifting) and 
should be able to perform these tasks. 

There is no religious requirement for this post, although the postholder should be 
comfortable working in a church environment.  

The job requires the post holder to undergo Safeguarding training, complete a 
confidential declaration and obtain an Enhanced DBS check. 

Interviews: The appointments committee will meet between on Wednesday 14 July, 
2021, at Great St. Mary’s to interview candidates selected. It is hoped to notify selected 
candidates for interview by Wednesday 7 July, 2021. 
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