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Executive PA to the Bishop of Southwell and Nottingham 
 

Grade:    Higher Executive Officer 
Location:  Jubilee House, Westgate, Southwell, NG25 0JH 
Accountable to The Bishop of Southwell and Nottingham 

Accountable for Administrative Assistant 
 

 
The Role of the Bishop of Southwell & Nottingham  

 
The Bishop of Southwell and Nottingham provides leadership and oversight of the 

Anglican Diocese of Southwell and Nottingham.  It consists of 556 Parishes with 
307 churches served by 144 paid clergy and actively supported by many able lay 
ministers.  The Diocese of Southwell and Nottingham incorporates the City of 

Nottingham, the whole County of Nottinghamshire and five parishes in South 
Yorkshire.  The population is 1.15 million – 51% live in the greater Nottingham 

conurbation, 31% in ex-mining areas and 18% in rural.  
 
The Diocesan Bishop works with his assistant colleague, the Suffragan Bishop of 

Sherwood, to give vision and shape to the life of the churches in his care in 
faithfulness to the teaching of Jesus Christ. 

As Bishop and Chief Pastor in the Diocese, the Bishop of Southwell and Nottingham 
holds many roles: 
• To direct the vision and strategy for mission, ministry and church growth in the 

diocese with a particular focus on Growing Disciples – Wider, Younger and 
Deeper; 

• To cultivate and uphold a culture of revitalising prayer and deepening 
spirituality in worshipping communities throughout the diocese; 

• To manage the Church’s structures and resources, and to ensure that clergy 

and lay people are effectively equipped and trained to lead local churches; 
• To ensure that all those in ministry, lay and ordained, are provided with the 

necessary care and support, to undertake their roles and responsibilities; 
• To lead and develop a Senior Staff team to work together effectively and nurture 

fruitful relationships between parishes, the diocesan staff and the cathedral; 

• To enable and encourage creative examples of mission and ministry through 
Fresh Expressions, and in its work with children, young people and schools; 

• To be a visible presence and credible voice in the public square and civic setting, 
thereby strengthening the public profile of the church in society; 

• To foster community engagement and foster partnerships across denominations 

and faiths in matters of common concern and social justice; 
• To model and promote unity within a diverse diocese; 

• To be an active member of the House of Bishops and be ready to take on 
particular responsibilities at a time of significant change in the national Church. 

 
The bishop’s support staff (Executive Assistant, Chaplain and Administrative 
Assitant) resource and enable him to fulfil these responsibilities efficiently and 

effectively.  As part of a renewed strategy for growth, the bishop and diocesan 
leadership aspire to be purposeful and imaginative in: welcoming new disciples 

into the fellowship of Christ and his church; commissioning younger leaders (16-
30) inspired and equipped to serve God’s purposes in the world; and serving as 1 
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church united in contending for the gospel.  Within this fresh vision we also aspire 
to plant new worshipping communities and to grow resource churches to serve 

major populations centres across the diocese.  We long to welcome new and 
younger disciples in every community across the diocese, aligning our energies 

and resources around this quest. 
 
 

Job Summary 
 

The Bishop of Southwell and Nottingham is seeking to appoint a person with good 
interpersonal skills and proven administrative competence, who is pro-active and 
instinctively a team player, to be his Executive Assistant. 

 
The Bishop’s Executive Assistant gives vital personal support to the Bishop, 

ensuring a warm and generous welcome to all who come to see him. S/he works 
with the Bishop’s Chaplain and the Administrative Assistant in managing the 
Bishop’s Office and has responsibility for a wide range of administrative and co-

ordinating tasks. 
 

The Bishop’s team is located within the Diocesan Office in Jubilee House. The 
Bishop works from both Jubilee House and his study at Bishop’s Manor. He has a 

private chapel at Bishop’s Manor. There is a hot desk at Bishop’s Manor which 
enables the Executive PA or the Bishop’s Chaplain to be able to work from either 
location.  

 
Key Relationships: 

 
The Bishop of Southwell and Nottingham, the Bishop’s Chaplain, the Bishop’s 
Administrative Assistant, the Suffragan Bishop, the Archdeacons, the Diocesan 

Chief Executive, the Bishop’s Staff Senior Team and staff in the Diocesan office. 
 

Principal Duties and Responsibilities 
 
• Keeping an overview of all that happens within the Bishop’s team, under the 

guidance of the Bishop’s Chaplain.  

• Review and develop procedures within the office to maintain and improve 

efficiency. 

• Working with the Bishop to ensure that his diary is well managed so that it 
focuses on and complements his priorities for the Diocese and beyond.  

• Collating papers for the Bishop’s engagements on a weekly basis and 
maintaining an efficient system for tracking documentation. 

• Ensure all appointments, social events, meetings, reservations and travel 
arrangements are well organised. 

• Working with the Bishop’s Chaplain to ensure that all services at which the 

Bishop is presiding or participating in are agreed well in advance, and orders 
of service prepared. 

• Delegating to and supervising the work of the Assistant Secretary as required 
by the Bishop.  
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• Maintaining good working relationships with the Bishop of Sherwood and his 
PA, the Bishop’s Senior Team and their PAs, those who work in the Diocesan 

Office and the Cathedral, the Bishop’s wife and the offices of other Bishops. 

• Having sight where necessary of all communications coming into and going out 

of the office and, in liaison with the Bishop’s Chaplain, ensuring appropriate 
action is taken to progress these communications. 

• Handling a wide range of telephone enquiries with confidence, warmth and 

diplomacy, answering queries directly or passing them on to the Bishop’s 
Chaplain or other appropriate person. 

• Ensuring secretarial support for the Bishop. 

• Drafting letters, documents and presentations for the Bishop as requested. 

• Overseeing arrangements for Bishop’s Staff meetings – preparing agendas, 

collating papers and taking minutes. 

• With the chaplain liaise with the Communications Team regarding the Bishop’s 

use of social media. 

 
To manage the Bishop’s ministry of hospitality including 

• Supporting the Assistant Secretary in drawing up guest lists and invitations for 
official hospitality offered by the Bishop 

• Liaising with the Bishop’s wife regarding arrangements for hospitality 
 

 
PERSON SPECIFICATION 
 

Personal Effectiveness 
 

• Able to initiate and maintain good and effective administrative procedures 
• Able to prioritise effectively 
• Able to be appropriately protective of the Bishop 

• Has a robust attitude towards criticism from the public, is able to stay calm 
under pressure and to diffuse the occasional difficult phone call. 

• Has a strong sympathy with the Christian faith and the Church of England, and 
an ability to share in the ethos of the Bishop’s office and household 

 

Communication 
 

• Establish and maintains excellent working relationships with colleagues 
• Able to work as part of a flexible team, with the spontaneity, discretion and 

natural generosity which interdependence requires 

• Excellent interpersonal and diplomatic skills, dealing with people from all walks 
of life with courtesy and, where necessary, firmness, both inside and outside 

the Church 
• Demonstrate a warm, polite, helpful manner 
• Understand the importance of maintaining confidentiality without being 

secretive 
• Able to be a critical friend to the Bishop 

• Able to admit mistakes and learn from them 
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Technical 
 

• Demonstrate a good standard of numeracy 
• Demonstrate excellent standards of literacy, grammar and spelling 

• Work flexibly 
• Meet deadlines 
• Display good judgement in knowing when and to whom to delegate 

 
Knowledge 

 
• Educated to ‘A’ level or above, or equivalent 
• Proficient use of Microsoft Word, Excel, Access, PowerPoint and Outlook 

• Proven ability to use databases 
• Proven ability to manage a budget efficiently 

• Proven ability to manage a varied workload efficiently 
 
 

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 their manager 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 their manager. 

 

TERMS OF EMPLOYMENT 

Salary 

The salary for this post is £25,081- £26,760, depending on experience. 

Pension Contributions  
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Non-clergy staff will be automatically enrolled in the Church Administrators 
Pension Fund (CAPF, DC Section) unless they choose to opt out. 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 

Office opening hours 9.00am to 5.00pm. Your hours of work will be 35 hours per 

week hours exclusive of an unpaid lunch break, to be taken at a time agreed with 
the Bishop.  Occasional out-of-hours work, with time off in lieu by prior 

arrangement with the Bishop. 

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. 

Statutory Holidays: New Year’s Day, Good Friday, Easter Monday, May Day Bank 
Holiday Monday, Spring Bank Holiday Monday, August Bank Holiday Monday, 

Christmas Day and Boxing Day (8 days) 

Discretionary Holidays:  Maundy Thursday, Ascension Day, Christmas one day (3) 

Notice 

During the probationary period your employment may be terminated by one 
month’s 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 one-month. 

 

 


