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Parish Office Administrator (POA) 
The PCC of Titchfield are looking for a committed and proactive individual to join the team at 
St Peter's. The POA is vital in providing administrative support to the Clergy and other church 
officers involved in the day to day running of the Parish. 

We need a good communicator with proven administrative capability and experience, working 
as part of a team and independently; a person who will be effective and professional in 
managing the Parish office; someone who seeks to build positive relationships with others. 

Key information  

 12 hours per week across 3 days, ideally to include Friday 
 £13.65 per hour 
 Annual leave:  5.6 weeks pro rata for part-time hours 
 The PCC of Titchfield is committed to safeguarding and promoting the welfare of 

children, young people and vulnerable adults. All post holders are expected to 
share this commitment. All appointments are subject to pre appointment checks, 
including references and a satisfactory DBS check 

 We are an inclusive organisation and promote equality of opportunity for all 
 Please contact the Church Office for the application form and a copy of the Role 

Description and Person Specification 
 Applications should be delivered/posted to St Peter's Church, Church Street, 

Titchfield PO14 4AG or via email to: office@stpetertitchfield.org.uk 

Closing date for applications: 5th October  

Interviews planned for Wednesday 21st October  

Please contact either of the churchwardens if you would like a conversation or have any 
enquiries:  jane.slaymaker@stpetertitchfield.org.uk  or        
  gina.sherwood@st petertitchfield.org.uk   
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