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DIOCESE OF EXETER 

ROLE DESCRIPTION AND PERSON SPECIFICATION 

 

Grow in Prayer I Make New Disciples I Serve the People of Devon with Joy 

  

DETAILS 

Role Title Operations Assistant  

Department Central Services 

Reports to Operations Manager & Executive Assistant to the Diocesan 
Secretary 

Salary/Rate £19,750 

Contract Type Full-time  

Hours 36.25 per week 

Normal Place of Work The Old Deanery, The Cloisters, Exeter, EX1 1HS. 

Responsible for N/A 

Date of Issue  November 2021 

NATURE OF WORK 

Role Purpose: 

The Old Deanery is the administrative hub of an organisation serving well over a million people living in 
120 mission communities throughout Devon. 

In conjunction with the Operations Manager: 

▪ Support the work of the diocese and its officers and colleagues at the Old Deanery, communities 
and members of the public by providing efficient and quality reception services. 

▪ Act as the first point of contact and welcome for visitors to the Old Deanery. 

▪ Act as focal point of the administrative hub for all EDBF employees. 

▪ Work to support the Operations function of the Old Deanery. 

▪ Provide high quality data management and IT support. 

Key Aspects of Role: 

The Operations Assistant role requires a high degree of proficiency across the domains of: 

▪ Visitor welcome and support 

▪ Hospitality 

▪ Interpersonal skills 



 
 

December 2021                                                                                                                          Page | 2  

 

▪ Relationship building 

▪ Office organisation and management 

▪ Computer literacy  

▪ Information and data management 

▪ Written and oral communication 

▪ Multi personnel working 

▪ Health and Safety Compliance (Testing) 

▪ Confidentiality 

There may be a need for a small amount of flexible working. 

The Operations Assistant will be required to apply for a Basic Disclosure Certificate from the Disclosure 
and Barring Service in connection with this role. 

Key Relationships: 

The job reports to the Operations Manager & Executive Assistant (Diocesan Secretary) and will work 
closely with: 

▪ All visitors 

▪ IT Consultant 

▪ Office team 

▪ All EDBF employees as required 

▪ External suppliers 

Role Area Main Duties and Responsibilities 

Relationship Building ▪ Positively engage with colleagues and act as advocate for the 
organisation.  

▪ Demonstrate a willingness to support and help others.  

▪ An open and friendly persona with people they come into contact with, 
developing positive relationships. 

▪ Demonstrate compassion and understanding with contacts and put 
visitors at ease. 

Reception Services 
Delivery 

 

 

 

 

▪ Receive visitors into and out of the Old Deanery, maintaining a visitor’s 
book. 

▪ Offer hospitality and welcome to visitors, as appropriate. 

▪ Direct people to appropriate meeting rooms. 

▪ Deal with queries from the public and parishes. 

▪ Organise meeting room bookings. 

▪ Tidy and maintain the reception area and entrance to the Old Deanery. 
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▪ Manage incoming calls, providing general information to providers, 
transferring callers or taking and relaying messages where appropriate. 

▪ Ensure knowledge of staff movements in and out of the building. 

▪ Maintain security awareness. 

Information 
Management 

 

▪ Support the work of the Operations manager by taking responsibility in 
relation to information management and data: 

▪ Database administration, including the annual update of the diocesan 
database from the annual Archdeacon’s Visitation returns. 

▪ Use appropriate IT packages to keep information up to date in line with 
current legislation, including the national clergy register, Crockford’s and 
the Church of England Year Book. 

▪ IT troubleshooting – fielding front-line IT support issues, resolving where 
possible, escalating to IT Consultant as necessary. 

▪ Setting up IT equipment for individual users and meeting rooms, as 
required. 

▪ Provide training and support to colleagues on new IT systems, for 
example, the Office 365 suite of programs. 

▪ Administering mobile phone accounts, including setting up user handsets 
and offering support, liaising with the provider, etc. 

▪ Assisting with other IT tasks as required. 
▪ Ensure information management systems and policies are adhered to, 

including Diocesan Data Protection policies. 

Operational Support ▪ Provide high quality support to the Operations Manager. 

▪ Act as the first point of contact for any enquiries to the Operations email 
address, dealing with queries as appropriate. 

▪ Receive and sort mail and deliveries, including the distribution of 
incoming post to all departments within the Old Deanery. 

▪ Manage the outgoing post system. Assist with outgoing bulk mailings. 

▪ Support with the management of the equipment booking system. 

▪ Order stationery stocks, ensuring best value is obtained. 

▪ Prepare correspondence and documents as requested. 

▪ Scanning of documents. 

▪ Undertake shredding of confidential documents. 

▪ Support with the coordination of building maintenance matters, including 
day to day liaison with cleaning, gardening and other related contractors. 

▪ Act as a First Aider. 

▪ Carry out regular testing of equipment in relation to the fire alarm and 
security systems. Maintain Fire Registers. 

▪ Carry out other health and safety testing as directed by the Operations 
Manager. 
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▪ Help to organise and deliver training for employees in the area of Health 
and Safety (e.g. Evac Chair, external wheelchair lift) 

▪ Deal directly with health and safety issues which arise on a day-to-day 
basis, referring anything which is beyond own competence and 
responsibility to the Operations Manager. 

▪ Undertake any other duties that are commensurate with the role. 

Communications ▪ Actively contribute to a culture of positive communication. 

▪ Engage with colleagues and actively participate in team communications 
and team meetings. 

▪ Ensure effective written, verbal and IT communication within the diocese, 
with all EDBF employees, visitors and external contacts and suppliers. 

▪ Able to alert EDBF employees to emerging issues and to work 
collaboratively to resolve them. 

Creativity and 
Innovation 

▪ Willing to come up with ideas and suggestions for new ways of working 
that will ultimately improve overall performance of the department.  

▪ Receptive to new ideas put forward by managers and peers.  

▪ Positive about change and organisational developments. 

▪ Able to anticipate needs of key EDBF employees and Office team 
members and act accordingly. 
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PERSON SPECIFICATION 

The following areas outline what qualifications, training, experience and technical abilities the applicant 
will need to demonstrate. 

 Essential Desirable 

Qualifications 
and Training 

▪ A good standard of education with 5 
Grade C or above GCSEs (or equivalent), 
to include Maths and English. 

Emergency First Aid at Work 
Certificate 

Experience ▪ Previous reception and administration 
experience. 

 

Technical ▪ Knowledge of administrative and clerical 
procedures. 

▪ Knowledge of customer service 
principles and practices. 

▪ Excellent computer skills, including 
knowledge of Microsoft 365. 

▪ Experience of information management. 

▪ Confidence with providing basic IT 
support. 

▪ An understanding of the 
parish system and the 
wider organisation of 
the diocese. 

General 
Requirements 

▪ Welcome visitors and receive incoming 
enquiries and telephone calls, dealing 
promptly and courteously with 
enquires. 

▪ Ensure all health and safety instructions 
are followed and that care is taken to 
ensure safety for self and colleagues, 
reporting concerns immediately. 

▪ Sensitive to the different cultures, 
traditions and activities within the 
Church and maintain a consistent 
approach to clergy and non-clergy 
matters.  

▪ Commitment to anti-discriminatory 
practices within the Church of England’s 
legal context. 

▪ Understanding of the 
Church of England, its 
parochial system and 
the wider organisation 
of the Diocese. 

▪ Understand how the 
belief systems which 
shape the life of the 
Church may affect 
safeguarding work in the 
Church of England. 

Personal 
Requirements 

▪ Professional attitude and appearance 

▪ Committed to and confident in the aims 
and ethos of the Diocese of Exeter and 
of the mission and ministry of the 
Church of England. 

▪ Understanding and 
support of the aims and 
ethos of the Diocese of 
Exeter and of the 
mission and ministry of 
the Church of England. 
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ROLE COMPETENCIES 

The following areas outline what strengths, attributes and behaviours the applicant will need to 
demonstrate. 
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Seeing the Big 
Picture: 

▪ Understand how own work supports the work of the EDBF and the Old 
Deanery. 

▪ Understand the roles and responsibilities of other team members. 

▪ Keep up to date with issues that affect own work area. 

▪ Show professional curiosity and interest in expanding knowledge in 
areas related to own work. 

Changing and 
Improving: 

▪ Able to respond positively to new situations and ideas and implement 
change as directed.  

▪ Give and receive feedback and learn from experience to improve 
personal contribution to the Operations team. 

▪ Take the initiative to suggest new ideas to improve and develop the 
reception and administrative functions of the Operations team. 

▪ Able to change ways of working to aid cooperation with the Operations 
team and across the EDBF. 

Making Effective 
Decisions: 

▪ Gather, verify and assess all relevant and available information to gain 
accurate understanding of situations. 

▪ Clarify own understanding and needs and expectations of team and 
others before making decisions. 

▪ Seek and take advice from the Operations Manager with decisions that 
involve an element of risk. 

▪ Able to explain how decisions have been reached in a clear and concise 
way. 

▪ Able to spot and deal with issues as they occur. 

▪ Able to recognise the limits of own authority within the role. 
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Leadership: ▪ Show enthusiasm for own work and be accountable for meeting own 
goals. 

▪ Learn to anticipate the needs of visitors, external suppliers and EDBF 
employees. 

▪ Act in a manner consistent with the values of the organisation and 
proactively role model and promote an inclusive workplace. 

▪ Seek support and advice of managers for handling challenging situations. 

▪ Report to the Operations Manager any concerns or issues which arise, 
especially relating to any inappropriate/unacceptable behaviours or 
conduct of colleagues or external contacts. 
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Communicating 
and Influencing: 

▪ Use appropriate method of communication for each person, e.g email, 
telephone call or face to face, taking into consideration their individual 
needs and circumstances. 

▪ Communicate with others in a clear, honest and positive way to build 
trust. 

▪ Able to listen and value different ideas, views and ways of working. 

▪ Respond constructively and objectively to comments, questions and 
feedback on performance and take action to improve where necessary. 

Working 
Together: 

▪ Be responsible and accountable for own work and show awareness of 
the wider impact of own actions on the Old Deanery and the Office 
team. 

▪ Identify opportunities to share knowledge, information and learning 
with the Office team and other key personnel. 

▪ Remain approachable to all colleagues and work collaboratively and 
show interest in others. 

▪ Exhibit diplomacy, tact, patience, flexibility and a sense of humour. 

▪ Take responsibility for own health and wellbeing and offer support and 
help to colleagues when in need. 
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Developing Self 
and Others: 

▪ Able to identify gaps in own skills and knowledge and ask for training 
and support. 

▪ Seek learning and training opportunities and agree a personal 
development training plan. 

▪ Able to recognise signs of stress in oneself and in others and seek 
manager’s support. 

Managing a 
Quality Service: 

▪ Maintain a ‘can do’ and organised approach to own work, prioritising 
workload to ensure delivery of reception and administrative services. 

▪ Understand the varying needs of the Office team and the wider EDBF to 
provide appropriate administrative support. 

▪ Follow relevant policies, procedures and legislation to complete own 
work. 

▪ Be reliable and conscientious and maintain a consistent approach to 
clergy and non-clergy administrative support. 

Delivering at Pace ▪ Use own knowledge and expertise to organise work, think ahead and 
stay focused on delivery and quality of work. 

▪ Have good time management skills and agree priorities with manager to 
ensure work completed within daily deadlines. 

▪ Able to work and remain calm under pressure to maintain welcoming 
reception services. 

▪ Keep Operations Manager and updated on how work is progressing and 
seek manager’s support with conflicting priorities and deadlines. 

 


