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The Diocese of 

Southwark 

 
 
 
 
 
 
 
 
19th June 2020 
 
Dear Applicant 
 
Thank you for your interest in the role of Archdeacons’ PA for the Croydon Episcopal Area 
Office.  This is a vital role for us in providing administrative and organisational support that 
enables us to carry out roles.  
 
There is a mixture of the routine, but very important work, in managing diaries, making 
sure that the right information is available to the right person at the right time, combined 
with the unique and unusual requests that come our way. You will find a real variety in the 
role, and no two days are the same. 
 
You will have contact from a wide and diverse range of people, and your ability to deal 
with them in a calm and confident manner is important.  
 
We hope that you will find this role to be very rewarding, as it gives the opportunity to 
support the people in our parishes, and make a real difference to their mission and ministry. 
You’ll find out more about the Croydon Area on our website, 
https://southwark.anglican.org/about-us/who/episcopal-areas/croydon-episcopal-area 
 
 
This information pack provides an outline of the role, the skills and experience that we are 
looking for, plus some further background to the post and the Diocese. To apply for the 
role, please complete the application form.  Interviews for this position will take place 16th 
July 2020.  
 
If this is a role that excites you and you believe that you have the necessary skills, 
experience and energy, we would very much like to hear from you. 
 
 
Yours sincerely, 
 
The Venerable Moira Astin   The Venerable Dr. Rosemarie Mallett  
Archdeacon of Reigate   Archdeacon of Croydon 
 

 

Caroline Wakelam – Jones 

Head of Data Use and Office Process Administration 
 
 
 

 
Croydon Episcopal Area 

 

The Vicarage 
6 St Peter’s Road 
Croydon CR0 1HD 

 
www.southwark.anglican.org 

 

The Diocese of Southwark 

The South London Church Fund and Southwark Diocesan Board of Finance is a company limited by 

guarantee (No 236594) 

Registered Office: Trinity House, 4 Chapel Court, Borough High Street, London SE1 1HW. Charity No 

249678 

Company Secretary: Ruth Martin 

https://southwark.anglican.org/about-us/who/episcopal-areas/croydon-episcopal-area
http://www.southwark.anglican.org/


 

 

 

 

 

 

 

 

 

 

 

Job Description 

 

Job Title:    Archdeacons’ PA and Office Manager, Croydon Episcopal Area 

Location: Croydon Episcopal Area Office, St. Peter’s Vicarage 6 St Peter’s 
Road, Croydon CR0 1HD 

Hours:                   Based on 35 hours per week, Monday -Friday, with flexibility for very 
occasional evening meetings. 

Day to day accountability: Archdeacons of Croydon and Reigate 

Day to day allocation of tasks, setting of priorities 

Review of immediate workload and forward planning of future work, 
led by Archdeacon of Reigate 

Line Management:  Head of Data Use and Office Process Administration 

  Provides support to the PAs where there are issues requiring wider 
organisational considerations, across Area Offices or departments. 

MAIN OBJECTIVES OF THE POST 

 
The PA will provide project management, administrative and secretarial support to the Archdeacons 
of Croydon and Reigate. The Croydon Episcopal Area works as a team and the Archdeacons’ PA will 
be required to work with other members of the team and in particular the PA to the Bishop of 
Croydon. The PA is also the Office Manager for the Area Office and as such is responsible for ensuring 
the maintenance and smooth running of the office. 
 
PRINCIPAL TASKS    
 
PA role 
 

• Provide a discreet, courteous and efficient first point of contact for all communication to the 
Archdeacons, showing pastoral sensitivity and tact.    

• Receive and prioritise a wide range of enquiries by phone, email and post, ensuring that queries 
are dealt with efficiently and sensitively, giving information, initiating action, drafting 
responses or redirecting/liaising with the Archdeacons as appropriate.  

• Meet visitors to the office in a hospitable manner, putting them at their ease, making tea and 
coffee etc. 

• Maintain complete confidentiality and integrity at all times. 

 

The Diocese of Southwark 
 

Our Vision 
 

To Serve our Communities, Share our Faith, with great joy and gladness  
Be the Church; a people with hearts on fire, loving God, walking with Jesus and led 

by the Spirit 



• Manage the Archdeacons’ diaries in Outlook, subject to priorities and liaison with the 
Archdeacons, planning, negotiating and booking appointments, venues and dates on an 
annual/monthly/weekly/daily basis, making travel arrangements as required and keeping the 
Archdeacons up to date with changes. 

• Ensure that the Archdeacons have the papers and other practical resources they need for 
meetings etc in paper and/or electronic form and in good time.  

 

• Organise, develop and monitor processes for gathering information and collating returns as they 
are received; disseminating information as required through various means. These currently 
include monitoring the Parish Statistics for Mission and Articles of Enquiry (online) – providing 
IT support and advice, setting up accounts for parish administrators and/or treasurers; 
organising Church Inspection visits; dealing with any enquiries about Parish Information Reviews 
(completed annually online); and Churchwardens’ Certificates; organising Churchwardens’ 
Training; Archdeacons’ Visitation Services; sending out and tracking return of Statements of 
Particulars; monitoring the new online Parish Support Fund returns from parishes and sending 
out any follow up letters.    

 

• Organise and monitor Ministerial Development Reviews (managing the MDR database) i.e. 
ensuring clergy are added to/deleted from the database as appropriate, arranging 
appointments, monitoring receipt of preparatory paperwork and return of completed Agreed 
Record Forms. Liaising with the IT and Discipleship & Ministry Departments on any required 
refinements to the database and current processes. 

 

• Oversee and be responsible for the administration and tracking of appointments in vacancies 
i.e. liaise with Parish Representatives on the process; liaise with the media in respect of 
advertising; receive applications, follow up references, liaise with candidates, patrons and 
parishes as necessary in respect of arrangements for shortlisting and interview; prepare 
interview packs; issue announcement notices and liaise with the Bishop’s PA as to the 
arrangements for licensing.  

 

• Monitor, organise and track annual Church Inspections ensuring all paperwork related to 
inspections is prepared, issued and collated as required and that arrangements are made to fit 
with the Archdeacons’ diaries. Ensure every church is visited on a tri-annual basis by the 
Archdeacon.  

 

• Liaise with colleagues, clergy, church leaders, other senior office holders, public bodies and 
members of the public as necessary.  

 

• Attend monthly TRIO meetings and/or Area Staff Meetings; take notes and circulate them as 
required. 

 

• Co-ordinate specific events as required. In particular, the bi-annual Episcopal Area Lay 
Conference: booking a suitable venue, organising the catering, co-ordinating attendance and 
liaising with relevant speakers and other parties.  

 

• Co-ordinate induction arrangements for a new Archdeacon as and when required.  
 

• Deal with matters of routine correspondence which do not require the Archdeacons’ attention, 
drafting suitable replies where appropriate and requested.   Provide the Archdeacons with the 
information which will enable them to reply to correspondence requiring their personal 
attention; word process such correspondence as requested. 

 

• Act as secretary to meetings convened by the Archdeacons/Bishop, where requested. 
 

• Write standard letters on behalf of the Archdeacons, word-processing others as required. 
 

• Compile and send out e-mailings. 
 

• Develop and maintain appropriate systems to ensure maximum administrative efficiency. 



 

• Develop and maintain an efficient electronic filing system for the Archdeacons, including 
confidential files, and keep it up to date in line with the requirements of GDPR. 

 

• Ensure that all the office support systems and resources including stationery, reference 
books, week-ahead engagement/work file, information databases and IT software are up to 
date and functioning properly. 

• Prepare documents, presentations and spreadsheets to support the Archdeacons’ work, orders 
of service and interview and training packs.  

• Progress arrangements relating to all aspects of the Archdeacons’ work and keep records as 
required.   

Office Manager role 
 

• Responsible for ensuring any health and safety requirements in the building are fulfilled and 
raising any health and safety concerns with the relevant department. 
 

• Responsible for ensuring that the office building is in full working order, liaising with the 
landlord (if appropriate), Trinity House, contractors and the cleaner, reading meters and 
arranging servicing of alarms/fire equipment/boilers etc. as necessary. 

 

• Responsible for ensuring that all office equipment is well maintained and kept in working order 
and replaced where necessary; this may involve undertaking some minor housekeeping tasks as 
well as liaising with the Diocesan office as necessary. 

 

• Responsible for ensuring that regular fire drills and checks of fire equipment are undertaken.   
Undertake regular first aid training and fire marshall training ensuring certification is kept up-
to-date. 

 

• Responsible for maintaining and replenishing supplies of stationery, first aid supplies, 
refreshments and other consumables.   

 

• Manage the office petty cash and make monthly returns to the Finance Department. 
 

• Be responsible for the chapel, ensuring provision of sacristry supplies. 
 
General 
 

• With suitable advance notice, attend occasional evening and weekend meetings to support the 
Archdeacons in their role. 

  

• Undertake other tasks connected with the Archdeacons’ role as are reasonably requested.  
 

• Assist as necessary with lunches and other functions that occasionally take place in the Croydon 
Episcopal Office. 

 

• In the absence of the PA to the Bishop, undertake any tasks which he may reasonably request 
to support him in his role.   

 
 
 

 

 
 

 
 

 
 
 



Health and Safety  
 
Employees must look after their own health, safety and welfare and be mindful of other persons 
who may be affected by their acts.  Employees must co-operate and comply with management 
instructions regarding Health and Safety issues and report all accidents, incidents and problems as 
soon as practicable to their supervisor, manager or other senior members of staff available. 
 
Equality and Diversity 
 
All staff are expected to demonstrate the value of ‘Respect for All’, and follow any guidelines and 
policies relating to equality and diversity, and equal opportunities. 
 
Confidentiality 
 
Maintaining confidentiality, and preserving the integrity of our work in the Diocese is very 
important.  You will not, except as authorised by the Diocese, or as required by law or your duties, 
use, divulge or disclose to any person, firm or organisation any information about individuals, 
parishes or the Diocese, or other confidential information relating to the organisation, finances, 
parishes, dealing and affairs of the Diocese which may come to your knowledge during your 
employment. 
 
Any Other Duties 
 
A core value of Diocesan staff is collaborative team working.  The responsibilities outlined above 
cannot totally encompass or define all tasks which may be required of the postholder, and you may 
be asked to perform any other duty as directed from time to time. 
                   
 

 
  



 
 

  
 
 
 
 
 
 

Person Specification  
 
 

Essential Desirable 

Qualifications 

• A good standard of education  

• A level of literacy to  be able to draft emails and letters that are fluent, 

and use language that is appropriate to the culture and traditions of the 

Church of England  

 

Experience 

• Experience in a role requiring a high degree of planning and organising, 

with attention to detail. 

 

• Worked in roles that require the ability to work on initiative, where tasks 

are not always planned or routine, and flexibility of approach has been 

required.  

 

Skills and Knowledge 

• Self-sufficient in making best of use of the IT available and finding the 

best solutions to achieve the required outcomes.  

• Regular and competent user of the latest MS Office suite for PCs 

o Word – able to produce and format large documents for 

publication, use mail merge 

o Excel – able to enter data, sort and total,  

o Powerpoint – able to put together simple presentations 

o Outlook – able to use folders, arrange the Calendars of others, 

create and use task lists. 

• Able to fully utilise the information technology that is available, with the 

desire to exploit the potential of the IT packages that are available, to 

seek creative IT solutions. 

• Able to utilise social media as a tool for communication and networking 

• Some 

knowledge of 

Apple Mac 

 

 

• Note-taking skills and ability to produce summaries from meetings.  

• Able to gain information from databases, and summarise information in 
simple formats 

 

  

The Diocese of Southwark 
 

Our Vision 
 

To Serve our Communities, Share our Faith, with great joy and gladness  
Be the Church; a people with hearts on fire, loving God, walking with Jesus and led 

by the Spirit 



Personal Qualities and Behaviours 

• Able to maintain confidentiality and discretion  

• Gives confidence and assurance to others that they 
understand what they require, and will take the 
appropriate action. 

 

• Clear about personal and professional boundaries  

• Able to exercise tact, diplomacy and sensitivity 
 

 

• A good team player – takes a flexible approach to 

tasks, with understanding of others priorities and 

able to adapt to their own 

 

• A genuine commitment to learn and grow in a role  

• Demonstrate empathy and patience under pressure  

• Welcoming and friendly, able to create a good 

rapport 

 

• In sympathy with the aims, objectives and values of 

the Church of England 

• Worships at a church within the 

Church of England. 

• Knowledge of the structures and 

terminology of the Church of England 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

Our Values 

Effective Stewardship of resources    Collaborative Team Working 
Respect for all      Transparent Accountability 



 

DIOCESE OF SOUTHWARK 

 
 Archdeacons’ PA, Croydon Episcopal Area Office 

(Full-time, 35 hours per week) 
 

Outline terms and conditions 
 

Employer 
 
You will be employed by the South London Church Fund and Southwark Diocesan Board of Finance 
whose registered office is at Trinity House, 4 Chapel Court, Borough High Street, London SE1 1HW. 
 
Normal Place of Work 
 
Your normal place of work will be the Croydon Area Office, 6, St. Peter’s Road, Croydon,   
 
Salary 
 
The post has the salary of £31,000 - £32,000 dependent on previous experience. 
 
Probation 
 
The appointment is subject to the satisfactory completion of a six-month probationary period. 
 
Hours of work 
 
35 hours per week, Monday – Friday. Normally 09:00 – 17:00, but some flexibility required for 
occasional evening or out of hours meetings.  
 
Holiday Entitlement 
 
You will receive 26 days annual leave per annum (pro rata), increasing to 31 days after 2 years’ 
service. There is also an entitlement to 2 local and 8 national bank holidays (pro rata). The leave 
year runs from 1st January to 31st December.  
 
Sick Pay 
 
Sick Pay is paid at full pay and half pay rates dependent on length of service, details of which are 
contained in the contract of employment. Where the right to Diocesan Sick Pay has not been 
established or it has been exhausted, then Statutory Sick Pay provisions will apply. 
 
Season Ticket Loan 
 
An interest free season ticket loan is available upon satisfactory completion of the probation 
period. 
 
Pension 
 
A non-contributory pension will normally be arranged with the Church Workers’ Pension Fund, 
currently a 15% employer’s contribution. 
 
 
Working Expenses 
 
Reasonable out of pocket expenses will be reimbursed. 
 
 
 



 
Termination of Employment 
 
During the six-month probationary period a week’s notice is required on either side. Thereafter you 
will be required to give three months notice should you wish to resign and will receive a minimum 
of one month’s notice.    
 
Equal Opportunities 
 
The Diocese has a strong commitment to equal opportunities and will not discriminate on the 
grounds of race, nationality, age, sex, disability, marital status, sexual orientation, religion or 
belief. Its employees are expected to abide by the Equal Opportunities Policy which embodies these 
principles. 
 
Disciplinary and Grievance Procedures  
 
Further details would be provided in the contract of employment that would be issued on 
appointment.   

 
Ineligibility for Election 
 
Employment in this post means that you would be ineligible for election to the General Synod of 
the Church of England or the Southwark Diocesan Synod. 
 
 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 
 

 

 

 

Background Information to the Croydon Episcopal Area 

 
 

The Croydon Episcopal Area covers the London Boroughs of Croydon and Sutton and most of the 

Surrey Districts of Reigate and Banstead, Tandridge and a small part of Mole Valley. 

 

The Area has seven Deaneries and 110 parishes with 122 

church buildings across the two Archdeaconries of Croydon 

and Reigate There are 2 Church Secondary Schools and 21 

Church Primary Schools. Also, within the Area are HMP High 

Down and four major NHS trusts, including the Royal 

Marsden.  

 

The Croydon Area Mission Team seeks to provide advice and 

encouragement to the parishes and Deaneries within the 

Croydon Episcopal Area. The Bishop of Croydon, the 

Archdeacon of Croydon and the Archdeacon of Reigate seek 

to work closely together as a “Trio” in supporting parishes, 

clergy and lay ministers, and to engage with communities 

and civic authorities across the area. The Archdeacons play 

a pivotal role in supporting their clergy and dealing with 

property related matters in the parishes. 

 

The Croydon area has 95 stipendiary clergy, 89 non-stipendiary clergy, 103 Readers and 62 

Southwark Pastoral Auxiliaries.  

 

The Croydon Episcopal Area Offices are located at 6 St Peter’s Road, Croydon, a short walk from 

South Croydon station. The Bishop of Southwark is in overall charge of the Diocese. The Bishop's 

staff, comprising the Area Bishops, other senior clergy and lay staff, meet approximately bi-monthly 

to oversee the development of the overall mission strategy of the Diocese. 

 

You will find a statistical profile of the Diocese at Appendix 1. 

 



The staff who work across the whole Diocese have a core purpose and values that set out their 

role in supporting the Diocese achieve its Strategic objectives.   These have been known under the 

banner of ‘Lead, Enable, Serve’, and can be found outlined in Appendix 2.  

 

 

Appendix One -  Statistical Profile of the Diocese 

 

 

 

 

 

 

 

 



Appendix 2 – Lead, Enable, Serve 

 


