
DIOCESE OF GLOUCESTER 

JOB DESCRIPTION AND PERSON SPECIFICATION 

 

Job Title PA to the Archdeacon of Cheltenham  

 

Salary Grade Band 6: £12,526 - £14,707 (£20,887 – £24,513 FTE )  

21 hours per week 

 

Working Pattern 

 

The post is part time, based at 2 College Green, Gloucester, working 21 hours 

a week spread over at least 4 days a week but preferably 5. There may on 

occasions be the opportunity for additional hours for specific projects, by 

mutual agreement. 

Section/Team Archdeacon’s Office 

Reporting to Archdeacon of Cheltenham 

Date of issue July 2018 

 

Overall Purpose of Post 

The overall purpose of this post is to manage the office of the Archdeacon of Cheltenham, providing 

high quality secretarial, clerical and administrative support to the Archdeacon, working in close 

collaboration with the Archdeacon of Gloucester’s PA and other Diocesan staff. 

 

 

Context in which Diocesan Jobs are carried out 

We want all our people to have good working experiences – and we seek to continually improve our 

working systems and arrangements.  We welcome and encourage new ideas and suggestions about 

what we can do better. 

 

We expect that all applicants are able to be sympathetic to the organisation’s mission to share the 

Gospel of Jesus Christ 

 

 Responsibilities and 

Accountabilities  

Nature and Scope of Role  

1 To provide day to day 

support as Personal 

Assistant to the 

Archdeacon of 

Cheltenham 

To support the Archdeacon with administrative tasks including 

diary and office management, procedural, legal and organisational 

tasks and general correspondence. 

 

To be responsible for the local application of processes and 

procedures associated with a number of legislative responsibilities 

of the Archdeacons’ office. To provide advice and guidance on 

these to parishes within the Archdeaconry. 

 

To work closely with colleagues in a variety of Diocesan 

departments providing and requesting information on a variety of 

issues.  

 

To prepare meeting papers and draft reports for the Archdeacon 

as required. 

 

To organise meetings with a range of stakeholders and take 

minutes when necessary. 

 

To undertake all general administrative and communication  

functions including filing, photocopying; checking post, producing 

letters and mail merging, reports and presentations and responding 

to e mail and telephone enquiries. 

 



To make travel and accommodation arrangements where 

necessary. 

 

 

2 To manage information 

on the Archdeacon’s 

behalf within the 

department and across 

the Diocese  

Managing the storage and dissemination of information and 

facilitating effective communication within and between the 

Archdeacon’s office and other stakeholders.  

 

This will include maintaining the office filing and database systems 

in line with the requirements of the GDPR and maintaining 

absolute confidentiality.   

 

Taking a lead in managing the Archdeacon’s annual visitations 

including processing, with others, all information requested and 

received from parishes as part thereof. 

 

Managing the process of Archdeacon’s inspections including the 

recruitment and support of volunteer inspectors and the proper 

recording of information. 

 

 

3 

 

Organising Visits and 

Events across the 

Archdeaconry of 

Cheltenham  

Liaising with diocesan staff, schools and the Diocesan Director of 

Education / Chief Exec of DGAT (Multi Academy Trust), parish 

clergy and churchwardens, area deans and lay chairs and others in 

coordinating the Archdeacon’s events and visits across the 

Archdeaconry including Sunday service visits, churchwardens 

workshops, training events, school visits and the like.  

 

 

4 Undertaking 

administration in support 

in relation to the 

Archdeacon’s role as a 

trustee to various 

charities. 

 

 Preparing papers and agendas, organising meetings, assisting the 

Archdeacon in responding to actions arising from meetings. 

5 Providing hospitality and 

welcome to visitors to 

the Office 

Organising hospitality and catering for meetings, as requested.  

 

Generic Responsibilities 

 

6 To welcome visitors and/or receive incoming enquiries and telephone calls - dealing promptly 

and courteously with enquiries and ensuring high quality customer service at all times, taking 

the initiative in responding to requests for routine assistance from others on behalf of the 

Archdeacon. 

 

7 To ensure that all health and safety instructions are followed and that care is taken to ensure 

safety for self and colleagues, reporting concerns immediately. 

 

8 To work supportively with the Archdeacon, often remotely when the Archdeacon is out of 

the office on visits or working from their home base, and to develop a close working 

relationship with the Archdeacon of Gloucester and their PA, the Bishops and their PA’s, the 

Bishop’s Chaplain and other members of the Church House staff, especially in the Property, 

Church Buildings and Finance Departments. 

 

9 To undertake as requested other duties as may reasonably be expected. 



 

Person Specification for PA to the Archdeacon of Cheltenham 
 

 

Attributes Essential (or expected to train/qualify to 

that standard) 

Desirable 

 

General The person appointed will have empathy 

with the Christian faith, as well as an 

interest in and desire to support the 

overall Christian mission of the Church of 

England across the Archdeaconry. 

 

A high degree of confidentiality, 

trustworthiness, flexibility and organisation 

and the ability to multi-task. 

 

A willingness to deal helpfully, pleasantly 

and confidently with a variety of people 

from all walks of life. 

 

A good understanding of the Church of 

England and its aims, including 

knowledge of Diocesan structures and 

the legal responsibilities of 

Archdeacons. 

 

 

Qualifications 

and Training  

A high standard of literacy, numeracy, 

office management and ICT skills 

 

Appropriate Tertiary Level Qualification 

Experience Experience of office systems, including 

email, databases, and a range of Microsoft 

packages (Word, Excel) 

 

Organising, planning and prioritising work 

 

Experience of working with or maintaining 

filing or information systems 

 

Experience of working in a busy 

environment when making complex 

arrangements or taking a number of 

messages, calls etc 

 

Experience of working as an executive 

PA 

 

Knowledge, 

skills and 

abilities 

Computer literate with a very good 

standard of written and oral 

communication. 

 

Excellent typing, office management and 

project skills. 

 

Organised with a good eye for detail. 

Capable of delivering results to deadlines. 

 

Willingness to work within a team setting 

or on own and to take initiative and 

responsibility.  

 

Confident telephone manner and good 

interpersonal skills. A team player. 

 

Personable with excellent communication 

skills with an ability to communicate with a 

range of different people.   

 

 

A good sense of humour. 

 


