
                                

 

 

JOB DESCRIPTION AND PERSON SPECIFICATION 

 

 

Job Title  
 

Receptionist, part time (14 hours per week over 
Thursday and Friday) 

Salary Grade Band 7, £18,892 per annum (£7,557 pro rata) 

 

Section/Team HR and Safeguarding Team 

 

Reporting to  Office Manager 

 

Date of issue August 2018 

 

 

Overall purposes of post 

 

 

(i) To provide a high level of reception duties with excellent hospitality 

and customer service  

(ii) To support the Office Manager in ensuring timely safeguarding 

training bookings, resources and arrangements and general accurate 

information gathering across the offices as appropriate 

(iii) To provide assistance to the Communications Department with social 

media and website updates and media monitoring 

 

 

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. 

 

 

 

 Responsibilities and 

accountabilities 

Nature and scope of role  

1 To act as Church House Receptionist. 

 

This includes welcoming visitors and providing 

assistance with hospitality during office hours. 

 

2 To ensure the highest level of 

customer service for those arriving at, 

or calling into Church House. 

 

In addition to Reception duties this includes 

receiving incoming telephone calls and e-mails, 

dealing with enquiries wherever possible and 

ensuring that all enquirers/ies are dealt with 



Proactivity in building and maintaining 

positive relationships across the 

diocese, benefices and parishes. 

 

promptly, courteously and followed up 

appropriately; taking course bookings, 

responding to cancellations and follow ups. 

3 

 

 

 

To organise the smooth running of 

bookings for both internal meetings 

and those booked externally. 

 

This includes booking car parking, rooms, 

ordering of catering, receiving visitors and 

administrative support as appropriate eg 

photocopying documents. 

 

4 To use a variety of general office skills 

to help ensure the effective running of 

the offices – such as Outlook ,Word 

and Excel. 

This includes administrative skills/activities such 

as emailing, word processing, photocopying, 

typing letters, reports, agendas and minutes and 

creating spreadsheets. Also includes assisting 

with the annual Archdeacons Visitation Mailing. 

 

5 To ensure effective stationery and 

other provisions stock maintenance. 

This includes the responsibility for various office 

supplies including managing the stock take, 

ordering, checking and signing off deliveries.  

 

6 

 

To assist with all Diocesan 

Safeguarding bookings, training 

logistics and arrangements. 

 

This includes working with the Safeguarding 

Officers, booking, chasing up, reminding and 

reporting on clergy and Readers who are 

mandated for training; overseeing three year 

refresher training arrangements with the Head 

of HR and Safeguarding; sourcing and booking 

venues and associated hospitality, maintaining 

evaluation records; producing certificates of 

attendance, and processing expenses for those 

attending. 

 

Generally promoting and booking people onto 

the specialist and generalist training that is 

offered. 

 

Ensuring all resources required for the training 

are ready; attending training events where 

appropriate to support front of house, 

hospitality and importantly meeting and greeting! 

 

Ensuring training information is up to date on 

the website; and responding to all those 

cancelling, rebooking etc! 

 

7 To assist the Communications 

Department in various tasks. 

This includes updating the website, adding 

vacancies, events and blogs. Also the use of 

Facebook and Twitter.  

 

Administration of the ‘A Church Near You’ 

website, liaising with parishes and the Church of 

England Digital Team when required.  



 

Assist with Media Monitoring in relation to news 

articles regarding the Diocese. 

 

8 Other duties as may reasonably be 

expected. 

 

The Deputy Diocesan Secretary and Office 

Manager will be able to offer a variety of 

opportunities to be involved with departments 

in the diocese.   

 

 

Generic Responsibilities 

 

1 To welcome visitors, offering high quality customer service to all College Green/Church 

House colleagues and visitors, hospitality, refreshments etc during office hours. 

 

2 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. 

 

 

  



PERSON SPECIFICATION 

 

Attributes Essential Desirable 

 

General 

 

A high degree of confidentiality and 

flexibility. 

 

A willingness to deal helpfully, 

pleasantly and confidently with a 

variety of people. 

 

Willingness to learn new ways of 

working and suggest new ideas. 

Qualifications and 

training. 

 

 

Excellent customer service, IT, 

office skills. 

NVQ3 or willingness to train to this 

level - good general education. 

Experience 

 

Some experience of working in an 

office environment or reception 

area. 

 

Experience of creating and editing 

documents across a range of IT 

packages including Office 2010 - 

PowerPoint, Excel, Word. 

 

Some experience of working with 

or maintaining filing, information 

systems and/or data inputting. 

 

Some experience of working in a 

busy environment when making 

complex arrangements or taking a 

number of messages, calls etc. 

Knowledge, skills 

and abilities 

 

Confident telephone manner. 

 

Organised with good eye for detail. 

  

Computer literate with good 

working knowledge, experience and 

skills in social media. 

 

IT qualification.  

Personal qualities 

 

 

Willingness to work alone as well as 

within a team setting. 

 

Able to take initiative and 

responsibility. 

 

Interested and supportive. 
 

Good interpersonal skills. 

 

 

 

 

 


