
 
 

Job Description    
 

EMPLOYER:  The London Diocesan Fund 
 

JOB TITLE: Personal Assistant to the Archdeacon of Middlesex 
 

RESPONSIBLE TO: The Archdeacon of Middlesex 

 
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 Archdeacon’s Personal Assistant provides vital administrative, coordinating and organizational 
support to the Archdeacon in their ministry across the Archdeaconry of Middlesex. 
 
The PA works in close co-operation with the PA to the Bishop of Kensington, the Area Administrator 
and Area Staff. They interact regularly with Area Deans, Area clergy, Churchwardens and other office 
holders, as well as Diocesan staff based at London Diocesan House. 
 

Principal Duties and Accountabilities of the role 
The PA is responsible for a wide range of tasks including: 
 
PA duties 

• Communication (across a wide range of media including email, telephone and mail) – 
interacting sensitively and appropriately with enquiries; preparing mailings; writing, on 
occasion, on behalf of the Archdeacon [AD] or preparing draft replies; flagging messages or 
issues for the AD’s personal attention. 

• Correspondence and papers – drafting from notes or dictation; filing and scanning. 
• Diary planning –planning events, projects and day-to-day management of the AD’s diary; 

assisting with travel arrangements. 
• Meetings - preparing papers and briefing notes (after research) for the AD; co-ordinating 

venues, invitations and recording attendance at meetings chaired by the AD and taking 
minutes as necessary. 

• Records - maintaining databases, records and filing, both paper and electronic. 
• Co-ordination – arranging triennial Visitations by Area Deans, following up their reports 

and supporting Visitations carried out by the AD; arranging visits relating to clergy housing 
and quinquennial inspections of churches; organising Archdeacon’s Visitations for the 
admission of Churchwardens. 
 

General Duties 
• Receiving visitors to Dial House and offering hospitality as appropriate. 
• Filing - develop and maintain efficient filing systems, both in hard copy and electronically. 
• Ordering - office supplies and equipment as necessary 

 
Support to Area Office 
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• Area Team – attending Area Team meetings, helping with Area events, conferences and 
training days; assisting other members of the Area team (especially the Bishop’s PA) in 
general administration duties. 

 
Finance  

• Expenses and Expenditure– overseeing expenditure, budgeting and reporting of the AD’s 
Discretionary Fund, AD’s Office Expenses and Area Deans expenses; assisting with the 
submission of the AD’s own working expenses. 

• Record-keeping – bookkeeping of accounts and payments for the Archdeaconry, including 
the production of financial reports. 
 

The Personal Assistant is expected to have the flexibility to undertake other duties as directed by the 
AD of Middlesex which are commensurate with the role in order to support them in their ministry. 
 

Person Specification 
 

• Excellent communication skills – in written and spoken English; ability to listen well, to 
show empathy and to relate confidently and warmly with clergy, church officers and the 
public. 

• Excellent administrative skills – attention to detail; the ability to plan ahead; manage 
complex administrative processes; work independently to oversee, initiate and maintain 
effective procedures. 

• Personal maturity – the resilience to cope with the challenging issues which can be dealt 
with by the AD and to handle the pressure of deadlines. 

• Impeccable integrity – showing discretion and respect for confidentiality. 
• Sympathetic to the aims and ethos of the work of the Church of England – with a desire 

to serve the Church and its mission and ministry.  
• Knowledge – the ability to understand and apply guidelines and protocols. 
• Flexibility of working practice – some evening work is required for planned meetings. 
• IT confidence – with desktop and cloud-based computer systems, including experience and 

expertise with Microsoft Office; a willingness to learn new ways of working as needed. 
• Numeracy skills – to allow oversight of budgets, funds and expenses. 
• Team player – the ability to work well with others and be a positive member of the Dial 

House Team, including attendance at times of prayer on occasion. 
 
The following experience would be advantageous: 

• Touch typing 
• Personal experience of Church of England parish church life. 
• Knowledge of the structures and practices of the Diocese of London and Church of England. 
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Terms of Employment 

Location: The office will be based in Dial House, Twickenham 

Salary: £28,000 per annum (1 Full Time Equivalent), 28 hours per week £22,400 pa pro rata 

Pension: The appointed person will be eligible to join the occupational pension scheme, which is 

currently 15% employer contribution and min 3% employee contribution 

Health Insurance: Available after completing one year’s service. 

Hours: 28 hours per week between Monday to Friday with an unpaid hour for lunch. You may be 

expected from time to time to work in the evening or weekends. 

Annual Leave: 24 days per leave year rising to 27 days after completing one year’s service.  This is 

exclusive of Public Holidays. 

Season Ticket Loan: Staff are eligible to apply for an interest free season ticket loan. 

Contract: This post is offered on an open-ended contract, subject to a six-month probationary 

period. 

Full details of our terms and wellbeing offering to staff can be found in the ‘Our Offer to You’ document. 

 


