
 

SENIOR PERSONAL ASSISTANT TO THE BISHOP OF CHICHESTER 

JOB TITLE:   Senior Personal Assistant to the Bishop of Chichester 

GRADE:   Senior Personal Secretary 

 
 
LOCATION:   Currently, The Palace, Canon Lane, Chichester (although in   
                                                 the long-term future the office could relocate) 

EMPLOYER:   The Bishop of Chichester in his corporate capacity 

ACCOUNTABLE TO:  The Bishop of Chichester 

 

KEY RELATIONSHIPS: The Bishop, the Bishop's Senior Chaplain, the Bishop's  

                                                Administrator and the Palace Finance Officer.  

 

CONTEXT: This post provides an opportunity to work in a small team 

(which includes the Bishop’s Senior Chaplain, the Bishop’s 

Administrator and the Palace Finance Officer) to support the 

Bishop of Chichester’s ministry. In the close-knit office team, 

roles over lap and co-operation is required between all staff 

members.  All staff play their part in offering hospitality to 

visitors and responding to queries.  The Bishop’s Senior PA 

and the Bishop’s Administrator in particular, will support one 

another in their respective tasks.  Nonetheless, within the 

team each person has a distinct role and takes a specific lead. 

 

JOB SUMMARY:  

(1) To take the lead in the day to day work of the office.  

(2) To manage the Bishop’s appointments and diary and to 

make practical arrangements relating to his ministry.  

(3) To understand the Bishop’s priorities and expectations 

and to anticipate and suggest information he may need.   



(4) To oversee filing and records; and to prepare material for 

archiving. 

(5) To develop and maintain good working relationships 

with the Bishop’s senior staff as well as those who work 

in the Diocesan Office at Church House Hove, the 

Cathedral Office, the Archdeacons’ and Suffragan 

Bishops’ offices and the Registry.   

 

 

MAIN DUTIES AND RESPONSIBILITIES 
 

1. Lead Duties 

• To manage and maintain the Bishop’s electronic diary, and to ensure the accuracy of 

the information recorded in it and shared across the Bishop’s office team and the 

Bishop. 

• To provide a day file, briefing notes and, where appropriate, verbal briefings for the 

Bishop.  

• To arrange a weekly meeting with the Bishop and the office staff to better 

understand his priorities and expectations, and to anticipate his requirements for 

forthcoming events.  

• To ensure that the Bishop has all necessary paperwork and information in advance 

of meetings and engagements, liaising with other members of the Bishop’s office 

staff, the Bishop’s Senior Staff, Diocesan staff and external people and organisations 

as necessary. 

• To liaise with other Dioceses and national institutions both civic and ecclesiastical. 

• To be well informed in the case of telephone or email inquiries, taking the initiative 

to re-direct enquiries or to obtain further information, and acting appropriately on 

any administrative matters that arise.  

• To oversee the processing of all mail and correspondence arriving in the Bishop’s 

Office. 

• To process Clergy Current Status Letter requests. 

• To ensure prompt handling of the Bishop’s correspondence, taking the initiative to 

re-direct enquiries, to obtain further information or to refer more complex matters 

to the Bishop’s Senior Chaplain. 

• To prepare the Bishop’s papers for meetings of the House of Bishops, the College 

of Bishops, the General Synod and other meetings.  

• To make arrangements for the Bishop’s travel and overnight stays. 

• To work with the Palace Finance Officer in matters relating to the smooth running 

of the office including heating, lighting and office equipment. 

 

2. Other Duties 

• With the support of the Administrator, to take the initiative to draft responses to 

correspondence (whether in their own name or the Bishop’s name) and liaising with 



the Bishop’s Senior Chaplain and the Bishop to draft responses to more complex 

matters.  

• To respond to telephone enquiries, particularly in the Administrator’s absence.  

• To be present at some meetings that the Bishop holds and to take minutes. 

• To prepare draft guest lists and invitations and to co-ordinate events, including 
overseeing the Administrator in making administrative and catering arrangements for 
ordinations, summer marquee events and other regular or one-off events.  

• With the Administrator, to liaise with the Cathedral and the Registry concerning 

licensings, ordinations, large Diocesan services (such as the Chrism Eucharist) and 

other events.   

• To work with the Senior Chaplain and the Administrator to maintain an effective 

and comprehensive filing system in compliance with the General Data Protection 

Regulation (GDPR). 

• To deputise for the Bishop’s Senior Chaplain in administrative matters in their 

absence, including taking minutes at Archdeacons’ and Bishop’s Staff meetings.  

• To share in the hospitality of the office by welcoming visitors, making them tea and 

coffee, washing up, and playing a part in arranging lunches when required. 

• Other duties broadly in line with these from time to time as instructed by the Bishop 

or the Senior Bishop’s Chaplain. 

 
 

PERSON SPECIFICATION 

 

The Bishop is looking forward to appointing someone who has an enquiring mind, a 

solution-finding approach, excellent inter-personal skills and proven administrative 

competence, a sense of humour, good reserves of stamina and a hospitable disposition.  

 

Essential 

 
PERSONAL EFFECTIVENESS 

• Use their own initiative  

• Work collaboratively 

• Use a practical approach to tasks 

• Stay calm under pressure 

• Be able to prioritise effectively 

• Pay close attention to detail 

• Have confidence to challenge the Bishop and the Bishop’s Chaplain when 

appropriate 

• Work well in a small team 

• Shares the faith, worship and mission of the Church of England 

• Has an aptitude for understanding the systems, structures and terminology of the 

Church of England.   

 



COMMUNICATION 

• Establish and maintain excellent working relationships with colleagues and other 

contacts 

• Have a polite, helpful manner 

• Communicate effectively with people at all levels, both inside and outside the 

organisation 

• Demonstrate excellent presentation, layout and accuracy in text production 

• Be able to draft or adapt letters as appropriate 

• Maintain strict confidentiality 

• Use diplomacy and sensitivity 

 
ADMINISTRATION 

• Have an excellent standard of literacy 

• Have a good standard of numeracy 

• Capacity to prioritise the work load 

• Manage work flow flexibly to prioritise tasks in order to meet deadlines 

• Follow office and related procedures  

• Have an aptitude for developing and reviewing office systems in response to 

changing demands and the availability of new technology 

 

SUPERVISION 

• Demonstrate an aptitude for supervising and training staff effectively. 

• Competent in managing own workload and effectively delegating to and supporting 

others with their workloads 

• Be committed to the development of colleagues. 

• Be committed to own personal development and encouraging others in their 

development 

• Use good judgement in knowing when to delegate 

 
KNOWLEDGE 

• Educated to university degree level  

• Proficient in the use of Microsoft Word, and Outlook, and have a willingness to 

learn Excel, Access, and Explorer 

• Experienced in using databases  

• Experienced in managing a varied work load efficiently 

 
Desirable 

• Hold a full driving licence and have a willingness occasionally to drive to meetings 

off-site. 

• Capable of promoting the Christian faith, supportive of the work of the Church and 

the ability to share in the ethos of the Bishop’s office and household. 

 
 



GENERAL CONDITIONS 
 

Standards of Behaviour and Conduct 

Staff are expected to act at all times with due consideration for others and in a manner 
befitting their position as employees of the Church of England and as professionals, 
whatever their job. 

 

Health and Safety Responsibilities 

All staff are required to ensure that they understand and accept the legal duties placed on 
them by the Health and Safety at Work Act not to endanger themselves or others, and by 
the Management of Health and Safety at Work Regulations to co-operate with colleagues 
and management in the control of health and safety at work. And therefore to: 

• read and understand and abide by the health and safety policy; 

• familiarise themselves with accident and emergency procedures on their site; 

• familiarise themselves with the findings of any risk assessments which might affect 
them; 

• inform the Bishop immediately of any health or safety deficiencies or dangerous 
situations or near misses; 

• set a good personal example in respect of health and safety. 

 

Confidentiality 

Staff must not pass on to unauthorised persons, any information obtained in the course of 
their duties without the permission of the Bishop. 

 

TERMS OF EMPLOYMENT 
 
Salary 
The salary for this post is £27,460 per annum.    
 
Pension Contributions  

Non-clergy staff will be admitted to the Church Administrators Pension Fund (CAPF, DC 
Section). Clergy already in the Church of England Funded Pensions Scheme (CEFPS) will 
have the option of either remaining in this scheme or joining the CAPF scheme. 

 
There is no contracting – out certificate under the Pension Schemes Act 1993 in force for 
this employment in relation to the CAPF and CEFPS. Both CAPF and CEFPS members are 
contracted-in to the State Second Pension. 

 
The Church Commissioners have an income protection insurance arrangement. To be 
eligible for cover under this policy an employee must be a member of the CAPF DC section. 
Please note that insurance cover is not necessarily automatic and that underwriting may be 
required by the schemes in some instances. Cover will be subject to any terms and 
conditions laid down by the insurance company. 



 
Hours of work 

The post is for 35 hours per week with the post holder working 9am to 5pm including a one 
hour lunch break. Occasionally the post holder may be required to start earlier or work later 
than these hours, and occasionally may be required to work evenings and weekends. 

Annual Leave 

You are entitled to 25 days paid annual leave per leave year.  This is exclusive of public and 
additional holidays.  The leave year runs from 1st January to 31st December. 

Notice 

During the probationary period your employment may be terminated by two weeks written 
notice on either side or by pay in lieu of notice by your employer. Once your appointment is 
confirmed the notice period will be extended to one month on either side or by pay in lieu 
of notice by your employer. Should you be summarily dismissed on the grounds of gross 
misconduct, your employment will be terminated without notice. 
 
Probationary period 

There will be a probationary period of six months. 

 

 

Completed application forms should be returned, preferably as e-mail attachments, to 
stephen.ferns@chichester.anglican.org or by post to: The Revd Canon Stephen Ferns, The 
Palace, Canon Lane, Chichester, PO19 1PY. 

 

Closing date for applications: 4 March 2019  

Interviews: 15 March 2019     

mailto:stephen.ferns@chichester.anglican.org

