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Part-time Office Administrator — Application Form
Please complete this form and save it as a Word document or PDF, named with your surname (for example, "Smith — Application"). Send it with your CV to recruitment@stjohnsknutsford.org.uk by noon on 20th November 2026. Please keep each answer to no more than 300 words.
Your details
	Name
	

	Address
	

	Telephone
	

	Email
	


Questions
1. Why are you applying for this post, and why at St John's?
	



2. Tell us about an administrative role you have held. Which parts of the work were your responsibility?
	



3. Describe a time you improved a system or process. What did you change, and what difference did it make?
	



4. Describe a time you dealt with someone who was upset or difficult, by telephone, email or in person. What did you do?
	



5. Tell us about your Christian faith and your involvement in the life of a local church.
	



Referees
Please give two referees, one of whom should be your current or most recent employer. Referees should not be relatives. We will contact the referees of shortlisted candidates before interview.
	
	Referee 1
	Referee 2

	Name
	
	

	Position, or relationship to you
	
	

	Organisation
	
	

	Address
	
	

	Telephone
	
	

	Email
	
	




St John the Baptist, Knutsford
Church Hill, Knutsford, Cheshire WA16 6DH   ·   01565 755160   ·   office@stjohnsknutsford.org.uk   ·   stjohnsknutsford.org.uk
The Parochial Church Council of the Ecclesiastical Parish of St John the Baptist, Knutsford. Registered charity no. 1131500
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