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Bookings Coordinator
Hours: 10 hours per week.
Salary: £15/hour.  
Location: St Peter’s Presbytery, 16 Green Lane, Hazel Grove, Stockport.  SK7 4EA
Reports to: Parish Priest  
Purpose of the Role
The Booking and Coordinator for the Parish Centre is responsible for managing and facilitating bookings. Is the primary point of contact for hirers and coordinates the booking diary. Acts as the first point of contact for all public and internal booking inquiries via phone, email or in person. 
Key Responsibilities
· Managing the bookings for the parish centre and scout hut
· Dealing with the contractual documentation for bookings
· Ensuring compliance with insurance
· Invoicing
· Responsible for ensuring the Centre is open for Clients and is locked and alarmed at the end of each day during the week Monday to Friday.
· Need to be IT literate to use Outlook and Excel
· Personable and organized
Person Specification
Essential Skills & Experience
Previous experience in administration, bookings, or customer service.
Strong organisational and time-management skills with the ability to meet deadlines.
Excellent written and verbal communication skills, with a professional and welcoming approach.
Competence in Microsoft Office (Word, Excel, Outlook) and ability to learn booking/finance systems.
High level of accuracy and attention to detail, particularly in financial processing and record-keeping.
Ability to work collaboratively within a team and independently when required.
Personal Attributes
Respectful of and sympathetic to the Catholic faith and the mission of the Diocese of Shrewsbury.
Approachable, patient, and supportive.
 Reliable, trustworthy, and discreet when handling sensitive data.
A collaborative team player, committed to delivering excellent service.
DIOCESAN POLICIES
The Diocese of Shrewsbury is committed to the nationally agreed policies on Safeguarding of young people and vulnerable adults, as well as developing and fostering a positive workplace environment committed to the continuous improvement, effectiveness and sustained performance of all volunteers and members of staff, and safe environment for all.  The successful candidate would be expected to commit to following Diocesan policies on Safeguarding (as adopted from national policies) as well as those on Health and Safety, alongside all other policies as set out in the Staff Handbook.
CV and covering letter to be sent Pauline McCulloch
recruitment@dioceseofshrewsbury.org
Closing date 
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