
Administrator - Centre for Biblical Preaching 
Role Description 
 

Overview 
 
The Centre for Biblical Preaching (CBP) exists to encourage and foster expository preaching and teaching in 
local churches throughout Melbourne, Australia, and in other countries, by providing workshops, conferences, 
seminars, and mentoring for preachers.  CBP seeks an experienced administrator to support the day to day 
management of the organisation.  
 
 
Role Responsibilities 
 

1. Governance 

 Act as Secretary for the CBP Board including: developing meeting agendas; taking and distributing 
meeting minutes; writing reports; and providing input regarding board composition. 

 Manage reporting requirements to government and/or other governing bodies (including ACNC & 
CAV). 

 Manage DGR status and library. 

 Manage any partnerships and associated agreements and policies. 

 Address or escalate other issues as they arise. 
 

2. Administration 
Ensure effective day-to-day operation and functioning of CBP, including: 

 Supervision of CBP staff and contractors, ensuring appropriate oversight of marketing and social 
media; curation; website design and maintenance; and social media. 

 Meeting regularly with the Director to support administration of programs, courses, seminars, 
conferences, and preaching engagements. 

 Answering (or passing on to the Director) any queries that come through. 
 

3. Fundraising 

 Manage the CBP donor base including: maintenance of supporter list (donor management 
system); tracking of donations to target; recording donor contact and following up pledges; 
distribution of Director’s monthly prayer letter and supporter thank you notes; and responding to 
queries. 

 Develop and maintain vision presentation documents (for fundraising interviews). 

 Build, update, and manage the donor prospect list including: creation and distribution of emails 
throughout the year; and ongoing development of new contacts and potential supporters. 

 Create and submit grant applications to secure additional funding (approx 3-4 per year). 
 

4. Financial Management 

 Day to day management of CBP finances including banking, preparation of invoices, and following 
up outstanding fees. 

 Ensure timely payment of all expenses including Workcover, salary instalments, BAS statements, 
etc. 

 Prepare basic financial statements and ensure appropriate cashflow, payment of salaries etc. 
 

 
Skills and experience required 
 

 Excellent written and verbal communication skills 

 Ability to manage a variety of stakeholders 

 Financial management including budgeting, tracking of finances and preparation of basic financial 
statements 

 Supervision of staff and contractors 

 Governance of a not-for-profit organisation including reporting to government bodies (desirable) 



 Experience in writing grant applications (desirable) 
 
Further information 
 

 Hours: 0.2 FTE per week  

 Location: West Melbourne (flexibility possible as aspects of role can be performed remotely) 

 Expressions of interest: to be submitted by COB 9 June to gillian.asquith@optusnet.com.au 


