MYNYDD BEDWELLTE MINISTRY AREA	ADMINISTRATOR RECRUITMENT 2026
Mynydd Bedwellte Ministry Area
Administrator application form
Please complete this form to apply for the Administrator post supporting our clergy, volunteers and church officers across Mynydd Bedwellte Ministry Area.
Hours 7 hours per week, worked over two 3.5 hour sessions.
Contract Fixed term for five years.
Location Home based, with occasional attendance across the Ministry Area and Diocese with appropriate notice.
Pay £12.71 per hour, reviewed annually.
Closing date 25 November 2026.
Interview date 2 December 2026.
Completing and returning your form
Read the job description before completing all sections. You may type into this form or print it and write clearly. Add extra sheets if needed, marked with your name and the section heading.
Return your completed form to Revd Matthew Davis, Ministry Area Leader, at mattdavis@cinw.org.uk. For an informal discussion or help with your application, call 07800 750259.
Your details
	Full name
	

	Address
	

	Postcode
	

	Telephone
	

	Email
	


Education and training
Please give details of your education and relevant training, including any courses in administration, IT, communication or records management.
	Education or training provider
	Course or training
	Dates

	
	
	

	
	
	

	
	
	

	
	
	



Qualifications
Please list relevant qualifications, certificates or professional awards. You may include qualifications gained through work or volunteering.
	Qualification or award
	Awarding body
	Date and result

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Continue on a separate sheet if needed. Please put your name on every additional sheet.
Employment history
Your current or most recent employer
If you are not currently employed, please give details of your most recent paid or voluntary role.
	Name of employer
	

	Address
	

	Postcode
	

	Job title
	

	Dates of employment
	

	Pay
	

	Reason for leaving
	



Main duties
	



Previous employers
Tell us about other jobs and voluntary roles, including the skills you used or learned. List the most recent first.
	Dates
	Employer and job title
	Main responsibilities and skills

	
	
	

	
	
	

	
	
	

	
	
	


Please explain any gaps in employment on a separate sheet if needed. You may include caring responsibilities, study or other relevant experience.
Supporting statement
Please tell us why you have applied and how your skills and experience meet the requirements of this post. Use examples from employment, volunteering or other relevant experience.
In particular, please tell us about your
•  Administrative and organisational skills, including managing diaries, priorities and accurate records.
•  Written and verbal communication skills and experience dealing with a range of people.
•  IT skills, including email, word processing, spreadsheets, digital filing and databases, and your ability or willingness to learn ChurchSuite and other systems.
•  Ability to work independently, manage your workload reliably and follow through on tasks.
•  Approach to confidentiality and handling sensitive information.
•  Empathy with the mission and ministry of the Church in Wales.
Where relevant, include minute taking, ChurchSuite or similar systems, understanding of Church in Wales structures and Welsh language skills.
	


You may continue on additional sheets. Please put your name and Supporting statement on each sheet.
Interview arrangements and availability
Please tell us about any adjustments that would help you complete your application or attend an interview. You do not need to give medical details.
	



	Interview availability for 2 December 2026
	

	Notice period and earliest start date
	



Right to work in the UK
Do you currently have the right to work in the UK?   ☐ Yes   ☐ No
References
Please give two referees. We may request references before an offer. We will ask your permission before contacting your current employer.
	Details
	Referee 1
	Referee 2

	Name
	
	

	Organisation and role
	
	

	Relationship to you
	
	

	Email
	
	

	Telephone
	
	

	May we contact now
	☐ Yes   ☐ No
	☐ Yes   ☐ No



Declaration
I confirm that, to the best of my knowledge, the information I have provided is correct. I understand that deliberately false information could lead to an offer being withdrawn or dismissal.
	Name
	
	Date
	

	Signature
	


Your information will be used to assess your application and administer recruitment. Please send this form directly to the contact above. For questions about how your information is handled, contact mattdavis@cinw.org.uk.
This post requires a Basic DBS check.
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