
 

EXECUTIVE ASSISTANT TO THE BISHOP OF LONDON 
 

Job Description and Person Specification 
 
 
JOB TITLE   Executive Assistant to the Bishop of London 
 
GRADE   Higher Executive Officer 
 
LOCATION    The Old Deanery, Dean’s Court, London EC4V 5AA 
 
ACCOUNTABLE TO The Bishop of London 
 
 
 
JOB SUMMARY 
 
The Bishop of London 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 
her 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 her. S/he manages the Bishop’s 
Office, working with the Bishop’s Advisors and the Diary Assistant and has responsibility 
for a wide range of administrative and coordinating tasks. 
 
The Bishop’s Executive Assistant will manage the reception staff. 
 
The Bishop’s Office is located in The Old Deanery. In 2019 it was completely refurbished 
and in addition to the Bishop’s Office, it now also houses the offices of the Archdeaconry 
of London. Close working with the Archdeaconry team is essential. 
 
The Old Deanery also has meeting rooms and a library which are frequently used for 
meetings by other members of the Senior Staff and the Executive Assistant will have 
oversight of its smooth running. 
 
 
PRINCIPLE DUTIES & RESPONSIBILITIES 

 

1 To manage and delegate the work of the Bishop’s Office including: 

• Keeping an overview of all that happens in The Old Deanery. 

 
      

 



• Working closely with the Archdeaconry Administrator and other members of the 

Archdeaconry team.  

• Review and develop procedures within the Office and across The Old Deanery to 

maintain and improve efficiency.  

• Delegating to, and supervising, the work of the reception staff and other staff as 

required by the Bishop.  

• Maintaining good working relationships with those who work in the Diocesan 

Offices (Causton Street), the Cathedral, and the offices of the Bishop’s Senior 

Staff. 

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

the Bishop’s Office and, in liaison with the Bishop’s Advisors, 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 other appropriate 

people, some of which can be complex and confidential especially if relating to 

CDM’s (Clergy Discipline Measure) or safeguarding. 

• Ensuring secretarial support for the Bishop. 

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

• Work closely with the Bishop’s Diary Assistant to ensure that the Bishop’s diary 

focuses on and complements the Bishop’s priorities for the Diocese and beyond. 

• Ensuring a comprehensive filing system is in place that enables ready access to 

correspondence, information concerning people, organisations and groups, 

ensuring that all files are maintained in compliance with the Data Protection Act. 

• Ensuring an effective and accessible system is in place for storing electronic data-

folders and conducting regular audits of database input. 

• Ensuring that regular office meetings of the Bishop’s personal staff take place 

and, on behalf of the Bishop, overseeing staff leave and time off in lieu. 

• Joining from time to time in meetings of the staff of the Archdeaconry Office and 

others who work in The Old Deanery. 

• Annual National Confirmation Return to Church House (February annually) –  

co-ordinating numbers across the Diocese with Area Bishops’ PAs and then 

submit the final numbers on the dedicated form to Church House Westminster. 

• Handle Canon C4 Faculty procedure, liaising with Lambeth Palace. 

• Deal annually with the Bishop’s nominations for preachments at the Cathedral. 

• Assisting with the preparations of all the arrangements for the annual Ordination 

of Deacons. 

• Arrange all licensing papers for services/licensings with Diocesan Registry when 

dates of such services provided by the Diary Assistant. 

• Lead Recruiter for DBS checks for Clergy and Ordinands in the Two Cities Area. 

• Clergy Discipline Measure – work with the Bishop and Diocesan Registrar on all 

administration relating to the CDM procedures/cases. 

• Deal with all Permission to Officiate (PTO) requests, ensuring applicant’s meet 

with the Bishop prior to Bishop’s agreement of issue, undertake relevant check 

with applicant’s current bishop, completing the DBS formalities/ensuring 



safeguarding training undertaken, prior to preparing of PTO certificate for the 

Bishop’s signature when all formalities are completed. 

• Liaise with Archdeaconry Administrator in respect to parish appointments 

including; agreeing date schedule of process, including Unconscious Bias 

Training and once they have accepted, apply for individual references and CCSL 

(Current Clergy Status Letter) enquiries of their current bishop.  

• When successful candidate chosen, ensure DBS undertaken and when this is 

received and announcement date agreed, formal paperwork to be completed for 

announcement, liaise with Diary Assistant over agreed date for putting into the 

parish, and arrange Statement of Particulars, Agreements etc.  and apply for 

licensing papers from the Registry.    

• Maintain all blue confidential clergy files, only to be seen by the Bishop and in 

some circumstances, the Archdeacon. 

• Deal with all clergy clearances through relevant bishops’ offices (CCSL) when 

priest, not licensed or holding PTO in London, is invited to participate in a service 

in the Diocese of London. 

• Respond to all incoming CCSL requests after reference to the Bishop. 

Two Cities Area 

• Preparation of all SOPs (Statement of Particulars/contracts), liaising with HR at 

the Diocesan Office for signing off, and then write to the individual priest involved, 

monitoring return of such forms. 

• Preparation of clergy files when Bishop is interviewing Two Cities clergy, ensuring 

relevant file is up to date and to hand for the Bishop prior to the meeting. 

• Appropriate liaison with the Archdeacon and Archdeaconry Office Team.   

 

2 To manage the financial matters of the Bishop’s Office including: 

 

• Maintain and manage the Bishopric Expenses Account, paying invoices when 

appropriate and preparing quarterly returns for the Church Commissioners.  

• Manage the Bishop’s working expenses. 

• Overseeing the Bishop’s Discretionary Fund Account ensuring cheques are paid 

into the local Lloyds Bank branch when received from parishes. 

 

3 To oversee the hospitality of The Old Deanery including: 

 

• Work with the receptionists to ensure a warm and generous welcome to all who 
come to The Old Deanery. 

• To liaise with the Diary Assistant over the Bishop’s ministry of hospitality. 

• Liaising with caterers and making arrangements for the official hospitality offered 
in The Old Deanery in conjunction with the receptionists as required. 

• Ensuring that the venue is set up and staffed appropriately, and attending the 
functions as part of the hospitality team (as required by the Bishop) to ensure the 
smooth running of events. 



• Making all necessary arrangements for meetings, seminars, conferences, 
interviews and social events held at The Old Deanery. 

 

4 Overseeing The Old Deanery including: 
 

• Managing the reception staff. 

• Working with the Archdeaconry Administrator to ensure that a schedule of 

maintenance work is in place. 

• Ensuring that the activity of The Old Deanery is managed. 

  
PERSON SPECIFICATION 

 

Personal Effectiveness 

• able to initiate and maintain good and effective administrative procedures 

• an instinct and commitment to work collaboratively  

• able to manage people 

• able to prioritise effectively 

• able to be appropriately protective of the Bishop 

• pays close attention to detail while keeping the big picture in mind 

• 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 

• have the personal resilience needed to be able to cope with the sometimes 

challenging issues which are dealt within a bishop’s office  

• have an understanding of the importance of safeguarding. 

 
 

Communication 

• establishes and maintains excellent working relationships with colleagues 

• excellent interpersonal and diplomatic skills, dealing with people from all walks of 
life with courtesy and, where necessary, firmness 

• demonstrates a warm, polite, helpful manner 

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

• understands the importance of maintaining confidentiality without being secretive 

• able to be a critical friend to the Bishop 

• able to admit mistakes and to learn from them. 

 



Technical 

• demonstrates excellent presentation, layout and accuracy in text production 

• demonstrates ability to draft or adapt standard letters as appropriate 

• has proven ability to use computers for word processing, spreadsheet and 
databases, including PowerPoint 

• audio types accurately 

• demonstrates competence in managing accounts and a budget effectively 

• has an aptitude for developing and reviewing office systems in response to 
availability of new technology. 

 

Administration & Supervision 

• demonstrates good standard of numeracy 

• demonstrates excellent standards of literacy, grammar and spelling 

• works flexibly 

• meets deadlines 

• demonstrates aptitude for supervising junior members of staff effectively and is 
committed to their development 

• displays 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, Outlook and 
Explorer 

• proven ability to use databases  

• proven ability to manage a budget efficiently 

• proven ability to manage a varied workload efficiently. 

 


