
 

 

JOB DESCRIPTION 

Operations Assistant (Education and Safeguarding) 
 

Reporting to:    Operations Manager 

 

Location:    Church House, Threemilestone, Truro, TR4 9NH 

 

Standard Working Hours:  35 hours a week (full-time) 

 

Background  
The aim and the vision of the Diocese of Truro is to continue to resource and encourage 
church communities in Cornwall and the Isles of Scilly to “Discover God’s Kingdom, Grow 
the Church”.  
 
Church House is the administrative centre of the Diocese of Truro, and the working base for 
the majority of Diocesan staff. A central team of experienced and skilled Operations 
Assistants provides administrative support across the organisation as well as managing 
reception and the operational tasks required to enable the smooth running of the offices.  
 
 

Purpose of the Job 
 

The key responsibilities of this role will be to provide specific support for the 
Education and Safeguarding teams. 
 
The role of Operations Assistant is part of the central administrative team. Each Operations 
Assistant carries out a range of general tasks required for the usual day-to-day running of 
Church House as well as supporting specific team(s) of the Diocese with their administrative 
requirements. 

Key responsibilities 
 

1. Reception and hospitality 
 Acting as the first point of contact for the Safeguarding and Education teams, 

including managing the teams’ mailboxes and answering telephone and in-person 
queries. 

 Provide advice and guidance to parish safeguarding coordinators, DBS recruiters and 
safeguarding trainers. 

 Meeting and greeting visitors to Church House including the provision of refreshments 
and parking, issuing security passes, etc. 

 Answering the telephone and providing assistance to callers, ensuring that responses 
are effective and efficient. 

 Responding to emails including prioritising those sent to the Diocese general email 
address, providing assistance where appropriate and/or sharing with the relevant 
colleagues, and undertaking action required. 



  

 

2. Facilities Management  
 Proactively contributing to the maintenance of the physical appearance and fabric 

of Church House, including tidying, and reporting any damage or cleaning 
requirements. 

 Participating in workplace inspections and carrying out any necessary remedial or 
periodical tasks as directed. 

 
3. Office procedures 

 Complying with, implementing and updating the office procedures manual. 

 Receiving, processing, franking and sending post. 

 Purchasing items as required, including stationary, office equipment and resources 
for departments. 

 Housekeeping including removal of waste and recycling; emptying dishwashers; 
replenishing refreshments including staff tea and coffee provision; updating 
displays; safely storing resources and deliveries and closing down the office at the 
end of the day. 

 Maintaining security procedures including locking and unlocking doors and storage; 
setting the alarm; keeping fire escape routes clear; and reporting any concerns. 
 

4. Servicing meetings, events and other activities 
 Managing diaries of the Director for Schools & Director of Education and Discipleship. 

 Booking venues including rooms at Church House, booking out equipment, providing 
refreshments and other requirements.  

 Assisting with the preparation for training including collation of materials, liaising 
with attendees and coordinating bookings. 

 Preparing for and clearing up after meetings, including provision of refreshments, IT, 
room lay out and other requirements as specified. 

 Clerking for meetings including booking venues, coordinating attendance, 
preparation and distribution of papers, and minute taking. In particular for the 
Diocesan Board of Education, Askel Veur and the Diocesan Safeguarding Advisory 
Panel and any safeguarding working groups. 

 Maintaining and updating print and digital training and event information and 
disseminating and/or uploading as required. 

 Booking travel, accommodation, training places and conferences/events for staff. 

 Producing reports including statistics in regards to training and events including 
attendance and feedback. 

 Preparing pre-visit documentation for the Director for Schools. 
 

5. General administrative tasks 
 Composing, transcribing and distributing of correspondence, newsletters and other 

documentation and materials. 

 Managing Education team social media accounts and updating website pages. 

 Photocopying, scanning, printing, laminating and other tasks in relation to the 
production of printed and digital materials for all departments. 

 Filing, archiving and implementation of the specified retention and disposal 
protocols. 

 Maintaining the central resources including management of the IT resource booking 
system. 



  

 Assisting with maintenance and updating of databases including PAMIS (Safeguarding 
case management system), the safeguarding training database, the CMS and CRM and 
the administration of the APCM. 

 Administering the Foundation Director and Governor appointment process. 

 Administration of the DBS check system including carrying out checks, maintaining 
records, advising applicants, issuing timely reminders and producing reports and 
statistics. 

 Supporting with basic level IT trouble shooting. 

 To carry out administrative tasks as requested by the Education and Safeguarding 
teams. 

 To carry out other appropriate duties as requested by either the Head of Church 
House Operations or the Operations Manager. 

 
 

6.  Health & Safety  
 To carry out health and safety compliance tasks as required in order to contribute to 

the overall maintenance of good health and safety at Church House. 

 To adhere to the Diocese of Truro’s Health and Safety policy and procedure as well 
as any other related laws and to do all that is reasonable to promote care and 
safety in the fulfilment of the role and in daily working life.  

 

7. Safeguarding 
 To adhere to the Diocese of Truro’s Safeguarding policy and procedure as well as any 

other related laws and to do all that is reasonable to promote care and safety in the 
fulfilment of the role and in daily working life for all who may be vulnerable. This 
includes a responsibility to remain up to date with your own safeguarding training at 
the level appropriate to the role. 

 

8. To undertake other duties, as may be required from time to time  
 To ensure the effective and efficient fulfilment of the role. Deployment of staff may 

be adjusted to meet the needs of the organisation within the scope of administration. 
All Operations Administrators/Assistants are expected to assist their colleagues and 
to have a helpful, cross-organisational approach. 
 

    9. To undertake relevant training required to best carry out the role, if 
required. 

 
 

 
 

This job description is a summary of the key areas of responsibility in the job.  It is not 
intended as a definitive statement of job content 

This job description will be reviewed periodically, and may be subject to amendment 



  

PERSON SPECIFICATION 
 

Attributes Essential  Desirable 

 
 
 
 
Experience 
 
 

 Administration. Experience must include the 
following 

a. Booking, setting up for and clerking for 
events and meetings 

b. Diary management 
c. Maintaining records 

 Reception and/or hospitality 

 Day-to-day 
facility 
management 
tasks  

 Updating social 
media and 
websites 

 Relevant 
experience in 
Education 
and/or 
Safeguarding 

 
 
 
Qualifications 
and Training  

 The most important requirement for this role is 
relevant previous experience and a successful 
track record 

 

 Qualifications 
in relevant 
matters such as 
Health and 
Safety, 
administration, 
or IT 

 
 
 
 
 
 
Knowledge, 
skills and 
abilities 
 

 Excellent organisational & administration skills 

 Able to work as a team 

 Ability to manage multiple and competing 

priorities & flexibility to deal with changing 

priorities without compromising quality 

 Ability to deal with different types of people at 

all levels in a direct, tactful & diplomatic way 

 Strong communication & interpersonal skills 

(written & verbal) 

 Proficient in Microsoft Office and Outlook 

 Good analytical and problem solving skills 

 Attention to detail 

 Understands what good customer service looks 
like and passionate about providing it 

 Relevant 
knowledge 
about 
Education 
and/or 
Safeguarding 

 
 
 
 
Personal 
qualities 
 

 A clear thinker with a systematic approach to 

work 

 Pro-active, able to work on own initiative and 

able to spot what other’s might not, and get it 

done 

 Willing to contribute to the work of the team 

according to the needs to the organisation, not 

just what is on personal ‘to do’ list 

 A safe pair of hands, in whom colleagues will 
have confidence that they will get the job done 

 A passion for excellent customer service 

 



  

Diversity 
We understand the benefits of employing individuals from a range of backgrounds, with 
diverse cultures and talents. We aim to create a workforce that: 
 

 values difference in others and respects the dignity and worth of each individual 

 reflects the diversity of the nation that the Church of England exists to serve 

 fosters a climate of creativity, tolerance and diversity that will help all staff to 
develop to their full potential.  

 
We are committed to being an equal opportunities employer and ensuring that all 
employees, job applicants, stakeholders and other persons with whom we deal are treated 
fairly and are not subjected to discrimination. We want to ensure that we not only observe 
the relevant legislation but also do whatever is necessary to provide genuine equality of 
opportunity. We expect all of our employees to be treated and to treat others with respect. 
Our aim is to provide a working environment free from harassment, intimidation, or 
discrimination in any form which may affect the dignity of the individual. 
 

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 and as professionals, whatever their 
job. 
 
 

BACKGROUND INFORMATION 
 
The aim and the vision of the Diocese of Truro is to continue to resource and encourage 
church communities in Cornwall and the Isles of Scilly to “Discover God’s Kingdom and Grow 
the Church”.  
 
The diocese has an annual turnover of £7million and total assets of £80million. You can find 
out more about the Diocese of Truro here: https://www.trurodiocese.org.uk/about-us/ 
 

The Education Team 
This team works directly with the 44 Church Schools in Cornwall and the Isles of Scilly but 

also through members of congregations who are also school staff and governors and 

through a variety of partnerships to offer teacher training, curriculum development, 

governance development and school improvement we are actively involved with many 

more schools and academies across the County and beyond the Tamar! 

 

The Safeguarding Team 
The safeguarding team support people in parishes to keep themselves and others 
safe.  The key activities of the team are:- 

 Providing safeguarding advice and support; 

 Managing serious cases; 

 Delivering safeguarding training; 

 Providing safer recruitment support; 

 Ensuring compliance to safeguarding legislation and practice guidance; 

 Quality assurance and external scrutiny of safeguarding practice. 

https://www.trurodiocese.org.uk/about-us/


  

Key relationships: 

An organisation chart is included below. 
 
This role provides dedicated support to the Education and Safeguarding teams. The key 
relationships are: 
 

 Director of Education 

 Director for Schools 

 Governance Development Officer 

 Safeguarding Governance Manager 

 Diocesan Safeguarding Advisor 

 Safeguarding Trainer 

 Other Operations Assistants 
 

 
The Church of England is a unique organisation. We accept that the successful individual 
may not immediately be familiar with all the aspects of this job, but we will support you so 
that you are able to learn the unusual elements of the organisation, and the laws and 
structures within which we operate. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 



 

 

 


