
RE:HOPE NEXT GENERATION BIBLE CHURCH 
JOB DESCRIPTION 
 
Job title: Ministry Administrator, Southside 
Hours: 18hours (8.30-12.30pm Sunday, 9-1pm Monday, 9-3pm Tuesday, Wednesday*)  
Salary: £24,685 per annum pro rata (£12,695.14 per annum) 
Line Manager: Southside Lead Pastor, Crooksy 
*There may be some flexibility on mid week days and hours 
 
Main Responsibilities 

1.​ Supports the Lead Pastor of the Southside with all administrative tasks. 
2.​ Responsible for the administration and upkeep of the Southside database (ChurchSuite) 

and Southside Slack workspace. 
3.​ Helps administrate all the gatherings at Re:Hope Southside on Sundays and midweek. 

This includes overseeing set-up and organising serving teams, rotas and volunteers with 
care for their capacities to serve. Must be available for answering questions and 
troubleshooting issues. 

4.​ Assisting with Bible Read Through group admin and support. 
5.​ Oversees the Church’s communications, making sure that information and details flow to 

the church and beyond. This includes writing weekly e-mails and prompts for Sunday 
announcements. 

6.​ Overseeing Southside building rentals, coordinating current rental groups and helping 
new rental groups start. 

7.​ Working with the Building Manager on administrating Southside building maintenance 
and overseeing the refresh team. 

8.​ Assisting with seasonal events such as feasts, Christmas, Holiday Club etc. 
 
Role Needs: 

●​ Good Communication skills. 
●​ Team player heart. 
●​ Strong computer skills. 
●​ Ability to work efficiently and to a high standard. 
●​ Attention to detail. 
●​ Capacity to learn quickly. 
●​ Some flexibility in hours when there are special church events or needs. 

 
Occupational Requirements: 
Applicants for the post must be professing Christians* willing to uphold our Christian ethos, 
working principles and vision. 
 
*Occupational Requirement applies in terms of the Equality Act (part 1 schedule 9) 
 


