
 

 

 

 

 

 

 

 

 

 

 

 

 

PA to the Archdeacon of Cleveland 
  

 
With its network of parishes covering the country, the Church of England plays an active role 

in national life, bringing an important Christian dimension to the nation, as well as 

strengthening community life.  The Church of England is arranged geographically into 41 

Dioceses, each under the care of a Bishop, and covers every part of England.  

 

The Diocese of York takes in much of North and East Yorkshire, an area which includes the 

cities of York and Hull, as well as Middlesbrough and Selby, two National Parks, and the 

incomparable Yorkshire coast.  We are a family of 589 churches and 125 schools across 443 

parishes.  We are led and guided in our faith and work by the Archbishop of York, Stephen 

Cottrell.  York Minster is our principal church.  

 

As a diocesan family, we are renewing our commitment to our vision and goals.  We are 

putting fresh energy into Living Christ’s Story, and delivering strategic programmes focused 

on our aims: to reach those we currently don’t; to grow in discipleship, influence and 

numbers; and to transform our finances and structures. 

 
Background 

 
There are three Archdeacons within the Diocese of York, each playing a key role in servicing 

the mission and ministry of the Church in a particular area.  The Cleveland archdeaconry 

extends from the River Tees in the North, through South Teesside and the North Yorkshire 

Moors, to northern Rydale, taking in Middlesbrough along with market towns, rural villages 

and coastal communities. 

 

The Archdeacons work closely with our three Suffragan Bishops and, together with the 

Archbishop of York and others, make up the York Diocese Leadership Team.  Each 

Archdeacon and Bishop has PA support to assist in the performance of their important 

ministry, and there is collegiate working and peer support among the network of PAs. 

 

The Archdeacon of Cleveland, the Venerable Dr Amanda Bloor, works from an office at her 

residence in Hutton Rudby.  There is also pleasant office accommodation and free parking for 

her PA.  The main diocesan office is located at Clifton Moor, on the north side of York. 
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The Opportunity  
 

The purpose of the role is to provide effective secretarial, administrative and clerical support 

to the Archdeacon in the running of her office.  Taking a pro-active approach, the main 

priorities will be: to manage the Archdeacon’s work diary; to maintain effective office 

systems; to provide administration; and to be a first point of contact for phone calls, emails 

and visits from a wide range of people and organisations.  

 

The post is available for 15 hours per week, and there is considerable flexibility with regard to 

the working pattern.  The post-holder will work from the office provided at the Archdeacon’s 

residence for some of the time, and from their own home at other times (especially during the 

current public health situation).  There will be occasional travel within the diocese, including 

to the main office in York.  

 

To be successful, you will be a highly organised individual with experience of managing a 

busy workload.  You will have strong IT skills and excellent people skills, familiar with the 

importance of tact and sensitivity.  You will have a flexible approach to your work, able to 

prioritise your workload and be efficient under pressure without the need for close 

supervision.  You will also have empathy with the Christian faith, committed to applying your 

professional abilities with integrity to support the ministry and mission of the Diocese.  

 

We offer a good salary, and good holiday and pension benefits.  Some additional benefits 

include eye care vouchers, discounts with leisure and retail providers, and a Cycle to Work 

scheme.  Most importantly, we offer the opportunity to play a part in an organisation at the 

heart of spiritual and community life in the region. 

 

Job Description 
 
PA Support  

 Maintain the Archdeacon’s work diary, planning and negotiating appointments and dates 

and, on occasion, make arrangements for specific events, for example arranging suitable 

venues and catering, coordinating attendance, and liaising with relevant parties.  

 Administration related to clergy appointments.  

 To manage the Archdeacon’s working expenses and, in collaboration with the Church 

Commissioners, manage the Archdeacon’s budget using good judgement.  To have 

accountability for spending where the Archdeacon is the signatory.  

 To ensure the Archdeacon has all necessary paperwork in advance of meetings and 

engagements.  To arrange and attend meetings when necessary in support of the 

Archdeacon and, where appropriate, take minutes.  

 To liaise with clergy, church leaders, other senior office holders, public bodies and 

members of the public and to coordinate visits on behalf of the Archdeacon.  

 To research material for presentations / reports and to prepare audio-visual materials and 

spreadsheets to support the work of the Archdeacon. 

 To provide administrative support for the developing role of the Archdeacon, including 

the implementation of new legislation.  

 Supporting the Archdeacon in her additional responsibilities for committees within the 

Diocese and for organisations outside the Diocese.  
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Office Administration  

 To provide a discreet, courteous and efficient first point of contact for all communication 

to the Archdeacon, receiving and prioritising telephone calls and mail (including emails), 

ensuring queries are dealt with efficiently, giving information, initiating action, drafting 

responses or redirecting / liaising with the Archdeacon as appropriate.  

 To maintain a comprehensive filing system that enables ready access to correspondence 

concerning people, organisations and groups ensuring that all files are maintained in 

compliance with Data Protection regulations as it applied to the Archdeacon’s files.  

 To 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.  

 Use of Microsoft Teams to book meetings, and share information and documents. 

 To welcome all who come to see the Archdeacon, and offer hospitality where appropriate  
 
Communications  

 The post holder will play an important role in being the first point of contact for anyone 

contacting the Archdeacon’s office, and as such will need to demonstrate the ability to 

relate to people across the whole social spectrum and to put people at their ease as well 

as the ability to show pastoral sensitivity and tact where appropriate.  

 The post holder will work closely with the Bishop of Whitby and his PA, and will liaise 

also with the following contacts:  

o Internal: Archbishop’s Staff and their PAs, Diocesan Staff, Clergy, Church Officers and 

Parishioners.  

o External: Senior public figures including local and visiting dignitaries, local officials, 

voluntary organisations, the general public and the press/media.  
 
General 

 This work will involve issues of a sensitive nature. The post-holder will therefore be 

expected to maintain complete confidentiality and integrity at all times. 

 To demonstrate a collaborative and professional approach to the role. 

 To encourage good relationships with immediate colleagues, other staff and external 

contacts. 

 To attend relevant meetings and have involvement in other projects and diocesan 

initiatives, drawing on the skills and gifts of the post-holder.  

 To participate in an annual review and appropriate continuing professional development, 

including participation in professional networks extending beyond the diocese.  

 To undertake such other duties as reasonably requested. 
 

The job description provides an outline of the key responsibilities of the post and is not 

intended to be an exhaustive list.  The job description may be amended over time, in 

consultation with the post holder, to meet the needs of the Diocese. 
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Person Specification  
 

Essential 

1. Previous PA / secretarial experience gained in the context of a busy workload  

2. Good level of general education; and a relevant secretarial or administrative 
qualification, or equivalent experience  

3. Strong IT skills, including proficient use of Word and Excel, PowerPoint, Outlook and, 
ideally, familiarity with Microsoft Teams (for video calls, file sharing etc)  

4. Excellent spoken and written communications skills, including a professional 
telephone manner  

5. High level of professionalism, and able to demonstrate discretion in dealing with 
sensitive issues and confidential matters  

6. Friendly and approachable; able to work well with internal and external people at all 
levels  

7. Self-motivated and well-organised; able to work to a high standard with minimum 
supervision, and use initiative to solve problems  

8. Excellent organisational skills and attention to detail  

9. Ability to manage a budget efficiently  

10. Flexible and supportive approach  

11. Although it is not necessary to be a practicing Christian, you will have empathy with 
the Christian faith, and a desire to serve the Church in the Diocese of York  

 
Desirable  

12. An Understanding of the structure, organisation and culture of the Church of England  

13. Experience of minute-taking  

 
The post includes occasional travel within the Diocese of York area.  Own transport would be 
an advantage. 
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Summary of Terms and Conditions 
 
Employer The York Diocesan Board of Finance (YDBF) 

Line Manager Management Accountant 

DBS Disclosure A DBS check is not required for this post 

Probationary Period Appointments are subject to a 6 month probationary period 

Location The post-holder will work from an office at the Archdeacon’s 
residence, and from home. 

Hours The post is part-time, 15 hours per week.  Our normal working 
hours are Monday to Friday, 9 am to 5 pm   

Salary  An appointment will be made at Grade 6.  Starting salary will be 
around £10k to £10.5k (based on a full-time equivalent of around 
£23.5k to £25k) depending on experience.   

Pension The YDBF offers a contributory pension scheme organised by the 
Church of England Pensions Board.  For each 1% of contribution 
paid by the employee (from a min. of 3% to a max. of 7%), the 
employer will pay a contribution equivalent to double the amount 

Holidays In addition to the eight Bank and Public Holidays, DBF employees 
are entitled to 5 weeks annual leave in any year   

Mileage A mileage allowance will be paid in respect of journeys undertaken 
in connection with the duties of the post (currently 45p per mile 
for the first 10,000 miles) 

Non-contractual Benefits 
 
Employee Benefits Non-contractual benefits currently offered to include childcare 

vouchers, eye care vouchers, a cycle to work scheme, and a 
scheme offering discounts with a range of high street and online 
retailers, supermarkets, restaurants and leisure providers. 

Pastoral Care Our Diocesan Adviser and Coordinator of Pastoral Care offers the 
space to talk through pastoral, professional or personal matters and 
can provide or arrange counselling and / or mediation if required. 

 

 


