St. Swithun’s Church

Diocese of New Westminster, Anglican Church of Canada

Position Description

Position Title:


Lay Administrator
Date approved by Church Committee:


Date revised by Church Committee:



Responsibilities/Tasks: The administration of consecrated wine and grape juice at Eucharistic services on Sundays and Holy Days.

Outcome/goals of the position: To facilitate the sacramental moment of Communion by sharing the Blood of Christ with reverence and love.

Gifts/skills/knowledge exhibited by the volunteer

· A sense of the sacramental

· A desire to share God’s gifts with God’s people

· A spirit of humility and service

· Sensitivity to people’s messages and needs

· A modest amount of physical coordination

Membership: By invitation of the Incumbent, after consultation with the coordinator(s) for lay administration; the names of the lay administrators are then forwarded to the Bishop for approval and licensing.

Accountability: Questions and concerns should be directed to the coordinator(s) for lay administration.

Time required

· Regular attendance at public worship

· One hour for initial training

· Administrators need to check in at least 10 minutes before scheduled service times

Currently, administrators serve approximately once a month at the 8 am service; once every five weeks at the 10:30 am service, and, if they wish, at Holy Day services.

Sample only: Important

This position description was provided by a parish and is offered as a sample only. Please check it against the Generic Template provided in the Introduction section to make sure that all points are covered as they might apply in your own parish.

You are encouraged to alter the position description to fit the characteristics of your parish. Parishes differ in size, urban/rural location, range of programs, vision of parish/diocese, finances, ethnic groupings and other factors.
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