
Who’s the 
ConferenCe for?
Anyone involved in admin for a church or 
Christian organization, whether as an operations 
manager, a secretary, PA or administrator in a 
full-time, part-time, paid or unpaid capacity

hoW muCh does  
it Cost?
Tickets cost £24 which includes refreshments 
during coffee/tea breaks. If you’d like a 
sandwich lunch, you can order this for £5 when 
you book. If cost will prevent you from coming, 
then please do contact Rosie Dunn (rosie.dunn@
dundonald.org) about subsidised places.

hoW to Book:
Tickets are administered by The Good Book 
Company. There is a booking fee of £1.25 for 
online bookings and £2.50 for telephone and 
postal bookings. This charge is per transaction, 
not per ticket.

online
www.thegoodbook.co.uk/
administratorsconference 

telephone
Call 0333 123 0880,  
9am-5pm, Mon-Fri

post
Administrators’ Conference,  
The Good Book Company Ltd, B1 
Blenheim House, 1 Blenheim Road,  
Epsom Surrey, KT19 9AP

hoW to get there
Dundonald Church is at the Factory, 577 
Kingston Road, Raynes Park London SW20 
8SA – tel 020 8543 4411. It is 10 minutes’ walk 
from Raynes Park station (served by regular 
mainline trains from Waterloo station). A map 
and directions can be found on the church 
website www.dundonald.org
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purposeful plAnning
“And in the church God has appointed… 

those with gifts of administration” 
1 Corinthians 12:28 

A day conference for those involved  
in church administration.

Monday 18th November 2013
Dundonald Church, 577 Kingston Road,  

Raynes Park, London SW20 8SA
chadmin.blog-online.org.uk



purposeful 
plAnning  
Join us at the Administrators’ 
Conference as we celebrate five 
years of trying to serve and equip 
administrators, secretaries and 
managers from churches and 
Christian organizations all around 
the country for their work in the 
Lord’s service.

For 2013 our topic is 
one that all in such 
roles, whether paid or 
volunteer, will be familiar 
with: planning. For you, it 
might come in the form 
of putting the coffee 
rota together or perhaps 
advising the minister on 
a realistic timetable for 
rolling out an innovation 

such as an extra service or new area of ministry – 
planning is hard to avoid if we’re doing our jobs 
correctly! And as Christians, we have a great 
ultimate purpose to all of our planning: serving 
the King of Kings and the Lord of Lords! Our 
reference manual then must be the Bible so 
our main speaker, Adrian Reynolds, honorary 
Associate Minister at East London Tabernacle 
Baptist Church and Director of Ministry for the 
Proclamation Trust, will help us to discover what 
it has to say on this topic. Adrian is a lively and 
engaging speaker so we’re looking forward to his 
application of Ezra to our job descriptions!

This day conference will include a variety of 

practical workshops containing something for 
everyone and in addition to talks from Adrian 
and from church planter Jason Roach, we’ll have 
book reviews, exhibitors and useful contacts, and 
a chance to ask questions of our interview panel. 
One of our primary aims for the conference 
remains to provide a forum for you to meet 
others in similar roles and share knowledge and 
information. We’ll facilitate this by inviting you to 
sit with others from your local area or region at 
lunchtime.

We’d love to see you on 18 November to share 
from our combined experience of 25 years as 
Church Administrators and to learn from you; 
plan to be there!

Rosie Dunn, Dundonald Church;  
Mary McNeely, Jesmond Parish Church; 
Sharon Peters, Christ Church Mayfair

progrAmme
09.30 Arrive/registration/coffee

10.00  ‘Serving a Sovereign God’  
Ezra 1–2   adrian reynolds

11.00 Coffee

11.30 Workshop session one

12.45 Lunch

13.30  Panel Discussion

14.15 Workshop session two

15.30 Tea/Refreshments

15.45  ‘Putting the Planning  
into Practice’   jason roach

16.30 End

Workshops
There’ll be the opportunity to attend two workshops - in 
session one you can attend one of workshops 1 – 4 and 
in session two you can attend one of workshops 3-7: 

1.  strAtegiC plAnning
As administrators we want to be of maximum use to 
the minister, the church family and, of course, the Lord! 
Strategic planning, setting the church’s vision and goals, 
is usually the remit of the minister and elders/a PCC 
but in this workshop we’ll look at what we can bring to 
the party: how our knowledge and skills can help, and 
then some practical tools that may be of use as we seek 
to grow the Kingdom together.  Run by Sharon Peters, 
Administrator at Christ Church Mayfair  and Matt Beeby, 
a minister in Central London and former Senior Manager 
at Ernst & Young. 

2.  tidy desk v messy ministry
Generally ministry is quite messy and doesn’t fit neat 
categories and timetables – often this is in contrast to the 
tidy organisation administrators would probably be more 
comfortable with. We know that admin is the slave rather 
than the master but it can be hard. This workshop will 
look at how we cope when our beautifully tidy desk ends 
up in disarray or our timetables are not kept to because 
they are not the priority, the ministry is. This will be led by 
Rosie Dunn, Administrator at Dundonald Church. 

3.  implementing ChAnge
Unless everything is perfect (in which case, we’d already 
be in heaven), there will always be areas of church life 
where we need to introduce change, big or small. This 
can be tricky, particularly when everyone has a different 
view; churches and global law firms are maybe not so 
different in that regard. Carrie Dow will share some tips 
and tools for doing it well – in the context of her role 

as Projects & Change Manager at Linklaters, and with 
the behind-the-scenes insight to church life she gained 
growing up in a vicarage. 

4.  keeping going  
This workshop will look at the pitfalls of becoming a 
religious professional rather than a growing Christian. 
We’ll explore how our relationship with the Lord is the 
key to our work and look at some practical ways to 
keeping spiritually fresh. This workshop will be led by 
Mary McNeely, Administrator, Jesmond Parish Church 
and Pete Matthew, Associate Minister, St John’s Woking.

5.  progressive plAnning  
How often do we benefit from past experience when 
we are planning? Do we breathe a sigh of relief when 
an event is over and forget about it until next year when 
suddenly we try and remember what we would have 
done differently? Getting in place a system of evaluating 
what we do can really improve not only events but also 
other ways we work. This workshop will look at different 
evaluation tools and help us think how we can use them 
to serve our churches better. This workshop will be led by 
Andy Menary, Church Manager at St Ebbe’s Oxford.

6.  mAking the most of teChnology 
This will be a practical workshop discussing some of the 
ways in which technology can be used to aide you in 
implementing your new-found progressive & strategic 
planning.  In particular, we will look at how automation – 
across a variety of programmes and platforms - can help 
us with the repetitive administrative tasks we all face in a 
variety of administrative tasks. Aaron Holloway-Nahum 
will help us think about digital newsletters, e-mail, rotas, 
social media, budgeting, project planning and feedback 
tailored to the needs and questions of those attending this 
seminar.


