
 
 

Job Description    
EMPLOYER:   The London Diocesan Fund 

JOB TITLE:   Project Administrator (past case reviews) 

RESPONSIBLE TO:  Safeguarding Manager 

RESPONSIBLE FOR:  Not applicable 

Note: This job description does not form part of the employee’s contract of employment but is 

provided for guidance.  The precise duties and responsibilities of any job may be expected to 

change over time.  Job holders should be consulted over any proposed changes to this job 

description before implementation. 

 

Job summary  

The primary purpose of this role is to be proactive in all aspects of this fast pace project, to 

coordinate project activities by managing schedules, arranging assignments and preparing 

action plans and otherwise assisting the Project Manager in all administration functions and 

processes in line with the project methodology.  

 

The role holder will act as the point of contact for all participants and will work under the 

direction of the Safeguarding Manager and Project Manager to monitor project progress and 

address potential issues. The Project Administrator may be required to undertake any other 

duties that are commensurate with the role. 

Main Responsibilities  
The project is a diocese wide initiative and will require the post holder to: 

• act as the first point of contact for all inquiries in connection with the project (including 

from Bishop’s PAs, clergy, parishes and contractors), providing help and support or co-

ordinating and tracking a response from others involved in the project;  

• prepare and provide documentation to internal teams and key stakeholders and lead 

pro-actively on all administration matters; 

• support the Project Manager with the development of project documentation, managing 

meetings and communications to a high standard; 

• prepare, organise and distribute all necessary project materials to contractors and other 

stakeholders in line with the project methodology; 

• organise and attend all project meetings and meetings of the Reference Group, 

distributing papers, taking notes and preparing minutes, ensuring their agreement and 

timely distribution; 

• through the development of appropriate excel spreadsheets and other systems, support 

the Project Manager and Safeguarding Manager to develop project plans and reporting 
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to various stakeholders, including monitoring project expenditure, project risks and 

setbacks and referring issues as appropriate to the Project Manager; 

• under the direction of the Project Manager and Safeguarding Manager, coordinate the 
distribution of work packages and other delegated tasks to project leads and other 
contractors; 

• collaborate and support the development of high calibre project presentations and 
papers reporting progress of the project. 

Person Specification 
Experience, knowledge, training and qualifications 

• Must have the right to work in the UK 

• Experience as a Project Administrator 

 

Aptitudes and abilities 

• Ability to communicate effectively 

• Ability to establish effective working relationships with a range of external and internal 

stakeholders at all levels 

• Ability to synthesise/analyse complex information and/or large volumes of data and 

present it clearly and precisely, both verbally and in writing 

• Thorough attention to detail, a systematic approach to tasks and high standards of 

accuracy and efficiency 

• IT literate (MS Office Suite including Excel, Access) – proficiency in particular in Excel 

• Good people skills and teamworking 

• Fluency in spoken English and ability to write clearly in English 

 

Personal attributes 

• Professional and confident manner 
• Able to work under pressure with tight deadlines with many and varied tasks and 

prioritise work to meet timescales 
• Used to dealing with a wide variety of people 
• Ability to keep confidentiality, honesty 
• Willingness to learn 

 

Desirable attributes / Other information 

• Previous experience of working / dealing with the public 
• Experience of working in a safeguarding, social care/local authority environment or 

similar  
• Understanding of the Church of England and its structures 

General Conditions 
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 
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• fosters a climate of creativity, tolerance and diversity that will help all staff to develop to 

their full potential.  

 

We are committed to be an equal opportunities employer and ensuring that all employees, job 

applicants, customers 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. 

 

Equal treatment amongst differing people from diverse backgrounds is one of the central 

precepts of the Church of England's mission and theology.  The Church of England values the 

richness which this equal treatment brings to the workplace.  The Diocese of London is 

therefore concerned to avoid discriminating against any person.   

 

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. 

 

Health and Safety Responsibilities 

All LDF 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 endanger themselves or others by any act or 

omission on their part 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.  Therefore, 

staff are required to: 

• Read, understand and abide by the LDF Health and Safety Policy; 

• make themselves familiar with accident and emergency procedures for their site; 

• 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 the relevant Director. 


