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Job Description 
Admin Assistant 

Ffald y Brenin is a well-established and respected Christian ministry centred on the 
Retreat Centre and House of Prayer in West Wales. Thousands of residential and day 
visitors come every year to experience God’s presence, to rest and to be strengthened 
in their Christian lives. Thousands of others engage in Ffald y Brenin’s ministry of Local 
Houses of Prayer (LHOP) globally, as well as using online and printed resources, or 
attending Prayer Days and conferences.  

Ffald y Brenin celebrated forty years of ministry in 2025 with an increasing sense of 
excitement about what the Lord has in store for the next forty! We want to build on our 
foundations, rooted in contemplative prayer and worship, with Ffald y Brenin as the 
trysting place between individuals and God, expanding our reach across the generations.  

We have a gap in our team that we need to fill. Whoever comes needs to sense a 
calling to join our close-knit community, with an eagerness to serve and a willingness to 
contribute to the daily rhythm of prayer. 

We are recruiting an individual to join the team in the area of administration. Someone 
who enjoys the practical work in administration but also enjoys engaging with people and 
working as part of a wider team. 
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TITLE OF JOB 
Admin Assistant 

ROLE
To assist with office administration, this 
involves process of bookings, welcoming 
of guests and day to day running of the 
bookshop at Ffald y Brenin. 

ROLE INVOLVES

• Responding to enquiries regarding 
visiting Ffald y Brenin via email  
and phone 

• Processing bookings within the Church 
suite App (Training to be given). 

• Welcome guests who are staying at the 
centre or visiting for the day and show 
them around the site 

• Processing and posting orders placed 
within the bookshop  

• Monitoring and ordering stock for the 
bookshop keeping records of sales 

• Processing petty cash and keeping 
records up to date 

• Monitoring and ordering cleaning 
materials used within Ffald y Brenin 

• Being willing to help in various tasks to 
ensure smooth running of the centre 

PERSON SPECIFICATION 
Required

• It is a Genuine Occupational Requirement 
(GOR) that the person is a Christian and 
a Committed follower of Christ, with a 
disciplined spiritual life  

• Fully committed to the purpose and values 
of Ffald y Brenin 

• Good written/verbal communication skills 
and computer literate 

• Be able to manage and prioritise their 
workload whilst being adaptable 

• Proficiency in Microsoft 365 (Word, Excel, 
and Outlook) for daily administrative and 
documentation tasks  

• Punctual, reliable, discreet and able to 
maintain confidentiality 

Desirable

• Experience within administration  

• Experience of working in a Christian 
environment 

• Experience within a hospitality  
environment 

HOURS / 24 hours per week 

Monday 10am – 5pm   
Tuesday 10am – 5pm   
Wednesday 10am – 5pm   
Friday 10am – 5pm 

HOURLY RATE / £12.85
 
ACCOUNTABLE TO 
Admin & bookings manager


