
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

 
 
 

St Mary Redcliffe, Bristol. 
Job Pack 

Executive Assistant to the Vicar 
Closing Date: Sunday 18 August 

  



  



Introduction 
 
St Mary Redcliffe is an iconic building of European significance, offering thousands of visitors a 
friendly welcome, some interpretation and a part-time café: our plans will substantially increase the 
numbers of visitors, transform the experience on offer, and provide level access to the vast majority 
of the site. However, St Mary Redcliffe is also an inclusive church with a growing and diverse 
congregation: our plans (“Project 450”) will answer the need we have for more space for Sunday 
School, provide a new song school for our choir, and facilities that meet best safeguarding standards. 
More than that, St Mary Redcliffe is a parish church serving a highly diverse area where urban 
deprivation sits alongside warehouse conversions and regional offices of international companies: 
our plans will substantially increase income from visitors and events, transforming our funding 
model so that we can be more strategic in our engagement with the parish.  
  
Over the last few years SMR has developed an understanding of our mission and purpose as “Singing 
the song of faith and justice”. We see this rolling out in four key themes: “as a thriving inclusive 
Christian community; as a recognised, welcoming heritage destination; as a church that makes a 
difference in the parish and beyond; all animated by a progressive and sustainable organisation.” We 
acknowledge that these themes are both ‘now’ and ‘not yet’: both accurate in what we are today 
and a challenge that we can do better tomorrow. Thus we are currently writing our first Church 
Development Plan, which will encompass and sit alongside the planning for Project 450 ensuring, 
first, that the major buildings project and the development of the church go hand-in-hand, and 
secondly that the infrastructure of the church as an organisation is ready to take over the new 
buildings as and when they are delivered.  
  
Church of England governance is built around the concept of ‘co-operation’: the church council co-
operates with the vicar “in promoting in the parish the whole mission of the church”; the 
churchwardens are “foremost in representing the laity and in co-operating with the vicar”. Thus, we 
are looking for people who will, primarily, co-operate with the vicar, one another and other 
colleagues, with the wardens and the church council,  with others, both lay and ordained, paid and 
voluntary, as we seek to sing the song of faith and justice together.  We are looking for people who 
‘get’ the journey we are on as a parish church and who are enthusiastic about having a significant 
part to  play. This is about more than being in sympathy with the ethos and values of St Mary 
Redcliffe (though that is essential in itself): this is about having knowledge and understanding of how 
faith communities ‘work’. These roles may appeal particularly to people with experience of a 
liturgical / Anglican church and who may even have some knowledge of Major Churches within the 
Church of England, but this is not essential.  
 
The Head of Operational Development, Parish Administrator and Executive Assistant to the Vicar will 
each have their own key roles. They will join a skilled and committed team of paid and volunteer 
leaders delivering on the broad range of responsibilities that fall to Church of England parish 
churches. Together they will encourage a working model based on digital platforms, making the 
most of ChurchDesk (cloud-based church management software) that we have at our disposal and 
creating new collaborations which will benefit us all in the long run. This kind of change will meet 
some resistance and so these postholders will need tenacity, tact and resilience. For those for whom 
this is the right kind of challenge, we are sure that the next few years at SMR will be stimulating, 
challenging and demanding: however you will become part of the team delivering the once-in-a-
hundred years development of what Queen Elizabeth 1 called “the fairest, goodliest and most 
famous church in all England” !  
 

  



Application and Selection Process 
 
Informal Conversation  
Anyone wishing to have an informal discussion about any of these roles is invited to ring the parish 
office on 0117 231 0060 to speak with either Dan Tyndall (Vicar) or Kat Campion-Spall (Associate Vicar). 
 
Application 
SMR Safer Recruitment process can be found within the Safeguarding policy on the church website.  
Applicants are required to complete an Application Form accessed via the website 
(http://www.stmaryredcliffe.co.uk/vacancies.html). These can be emailed back to 
jobs@stmaryredcliffe.co.uk or posted to:  
 Jobs at SMR 
 The Parish Office 
 Colston Parade 
 Bristol 
 BS1 6RA 
 
Selection 
We shall be running a two-part selection process for all three roles at the same time. All shortlisted 
applicants for all three roles will be invited to a Recruitment Day on the morning of Tuesday 3 
September, at which candidates will be asked to participate in a series of group activities. Following 
that, some candidates will be invited for a formal interview. We shall endeavour to interview all 
candidates (whichever role they have applied for) who have travelled some distance on the 
afternoon of Tuesday 3 September. We hope to conclude the selection process by interviewing 
candidates from the local area on Wednesday 4 September. 
 

 
Terms and Conditions 
 
Title Executive Assistant to the Vicar 
Hours per week 37.5hrs.   

Some flexibility is to be expected as evening and weekend working may be 
required from time to time. 

Salary    £26,000 
Post   Permanent (following a 3 month probationary period) 
Pension  Employer Contribution of 8% 
Employer  St Mary Redcliffe Parochial Church Council 
  

Purpose 
 
Working alongside others, the Executive Assistant to the Vicar will enable the Vicar to flourish in his 
ministry to the church, the community, the city and beyond. To that end, we are looking for 
someone who thrives in that enabling role but at the same time keep a multitude of balls in the air, 
prioritise workloads and anticipate the unexpected.  
 
Although we are advertising for a full-time, year-round position, we might, for the right candidate, 
be open to some negotiation.  
 

http://www.stmaryredcliffe.co.uk/vacancies.html
mailto:jobs@stmaryredcliffe.co.uk


Reporting Structure 
 
Reports to Vicar 
Provides cover for Parish Administrator key responsibilities where necessary 
Provides cover for Head of Operational Development when urgent 

 
Line Management Responsibilities  
 
None 
 

 
 
Role Responsibilities 
  

General Duties  
o Manage the Vicar’s inbox, being proactive in responding on his behalf where appropriate; 

ensuring that he responds to what require his attention in timely fashion  
o Produce documents, briefing papers and reports; organise and attend meetings, taking 

minutes when needed; ensure that his actions are followed up promptly; determine and 
implement follow-up / next steps. 

o Liaise with church staff, key volunteers and external stakeholders on a variety of topics 
o Screen calls, enquiries and requests, and handle them when appropriate 
o Organise travel arrangements; keep expense records; diary management 
o Ad hoc support to SMR clergy and Project 450 Officer 
o Manage and maintain hard & soft copy filing in line with Parish Administrator’s system 
  

HR admin 
o Liaise between Vicar as Chair of Personnel Committee, our external HR adviser, our external 

payroll provider and key staff and volunteers 
o Prepare information for payroll, liaising with Head of Operational Development 
o Administer the Personnel Committee by arranging meetings, providing agendas, taking 

minutes and following up on action points.  
o Assist line managers in handling staff appraisals, performance management and disciplinary 

procedures 
o Maintain and administer confidential personal files for all SMR staff and volunteers 
o Maintain role profiles for all SMR employees and volunteers 
o Maintain a record of all employee and volunteer competences, making sure all 

staff/volunteer competence is current, organising refreshment of competence where 
necessary 

o Maintain records of annual leave 
o Maintain records of absence/sickness, recording and reporting absences, preparing reports 

for management, analysing, summarising information and identifying trends 
o Administer recruitment process, advertising, collating responses, arranging interviews, 

managing interview programme, managing onboarding process, collating necessary 
contracts and terms of employment, collating and sending welcome packs 

o Monitor policies and ensure they are regularly reviewed by Personnel Committee and PCC 



 Safeguarding admin 
o Working with the Parish Safeguarding Officer to  

o manage safeguarding processes  
o ensure DBS checks / identity checks are done 
o handle Safeguarding enquiries, dealing with Safeguarding incident reports, 

redirecting to and advising Safeguarding officer where necessary 
o maintain Safeguarding training database, making sure all staff/volunteer 

competence is current, organising refreshment of competence where necessary 
o communicate and promote Safeguarding across the church  

  

ChurchDesk 
o Champion the use of ChurchDesk 

 

Governance 
o Devise and maintain internal governance communication system 

 
 
Skills and Attributes 
to be tested through the selection process  
 

o Emotional and intellectual intelligence 
o Well organised 
o Tactful and diplomatic; creative and resourceful; resilient and energetic 
o Experience as an Executive / Personal Assistant to a senior role 
o Experience of working in an organisation where paid staff work alongside volunteer leaders 
o Ability to work with a high degree of autonomy and independence 
o Excellent communicator with good oral and written communication skills, with the ability to 

communicate confidently and effectively at all levels of the organisation and with external 
stakeholders 

o Strong administrative skills, ability to multitask, proactive, highly organised and resourceful 
o Strong IT skills in MS Office and the ability to make best use of an online church 

management platform 
o Calm manner, cool head, clear thinker 
o Ability to work independently as well as one of a team 
o Ability to understand and operate accurately formal and legal procedures 
o Ability to forward plan and think through implications 
o Used to working under pressure and to tight deadlines 
o Willingness to work within a church that is going through a lot of change, which can be 

painful and not universally welcome, and thus can be challenging 
o Feisty; able to stand up to the vicar and hold him to account 
o Someone who thrives by getting the best out of others 
o Someone who ‘gets’ the journey we’re on as a parish church and is enthusiastic about having 

a significant part to play. 
  

  



Knowledge and Experience 
 
Key:  Ess = Essential 
 Des = Desirable 

 A = Application form 
 D = Documentation 

 I = Interview 
 T = Tests  

 

 Ess Des Test 

Education to degree level or equivalent  ✓ A / D 
An understanding of how faith communities work  ✓ A  
In sympathy with the ethos and values of St Mary Redcliffe ✓  A / I 
Experience of an Anglican or liturgical / traditional church; ideally some 
knowledge of major churches within the Church of England. 

 ✓ A 

Experience of working in an organisation with both paid staff and 
significant volunteer activity 

✓  A / I 

Demonstrable understanding of the need for absolute confidentiality ✓  A / I 
Experience as EA or PA ✓  A 
Experience as EA or PA to a person in a senior role  ✓ A 
Excellent skills in the use of software packages, including Microsoft 
Word, PowerPoint, Outlook and Excel 

✓  A / T 

Willingness to engage with, understand, learn and implement the use of 
new software, applications and systems 

✓  A / T 

Experience of implementing new software successfully  ✓ A 
Experience of a challenging, dynamic environment, sensitive to retaining 
tradition but expanding into new horizons  

✓  A 

Experience of working within a non-for-profit organisation  ✓ A 
Experience of operating accurately formal and legal procedures ✓  A 
Experience of administering HR and / or Safeguarding procedures  ✓ A 
Experience of managing competing priorities and maintaining a number 
of different systems 

✓  A / T 

Experience of holding others to account ✓  A / I 
 
 
  



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

St Mary Redcliffe Church 
Colston Parade 

Bristol 
BS1 6SP 

 
0117 231 0060 

jobs@stmaryredcliffe.co.uk 
 


