
 
Parish Administrator – St Mary’s, Ottery 

The PCC of St Mary’s Church, Ottery St Mary, would like to appoint a Parish 
Administrator. 

We are looking for a friendly, organised and efficient person to support the day-to-
day administration of our busy parish, working alongside clergy, churchwardens and 
volunteers. 

The successful applicant will have excellent written and spoken English, good IT 
skills (including Word, Excel and WordPress), the ability to work independently, and 
supervise others. They will be patient, diplomatic, approachable and sympathetic to 
the Christian faith and the life of the Church. 

Hours: 17.5 hours per week (3.5 hours per day, Monday to Friday) 

Pay: £13.50 per hour 

Start date: December 2026 

The appointment will be subject to an enhanced DBS check. 

For further information or to apply, please contact Liz.Tapper@live.co.uk, 
enclosing your CV and a covering letter explaining your interest in and suitability for 
the post. 
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