
 

THE NATIONAL INSTITUTIONS OF THE CHURCH OF ENGLAND 

 

MANAGING EMPLOYER: CHURCH COMMISSIONERS  

 

SECRETARIAT DEPARTMENT 

 

JOB PROFILE 

 

 

JOB TITLE:   Personal Assistant to the Secretary (Chief Executive) 

 

GRADE:   Band 5 

 

LOCATION:   Church House, Great Smith Street, London SW1P 3AZ 

 

ACCOUNTABLE TO: The Secretary (Chief Executive) and the Senior 

Administrative & Governance Officer (the post’s line 

manager). 

 

KEY RELATIONSHIPS: The Secretary, Estates Commissioners, Bishop of 

Manchester’s office, members of the Commissioners’ 

Board of Governors , Chief Officers of the 

Archbishops’ Council and Pensions Board.  Frequent 

contact with other Secretariat staff and contact with 

other staff managed by the Church Commissioners and 

the other National Church Institutions (NCIs).  

 

BACKGROUND: The Church Commissioners manage the historic assets 

of the Church of England and fulfil other administrative 

functions in support of the Church’s mission. The 

Secretariat department supports the Secretary (Chief 

Executive) and the Estates Commissioners in their 

conduct of the Church Commissioners’ business. 

 

JOB SUMMARY: As PA, to provide full diary, secretarial and 

administrative support for the Secretary (Chief 

Executive), Estates Commissioners and Secretariat 

department. 

 

MAIN DUTIES AND RESPONSIBILITIES: 

 

1. Provide  full secretarial  and administrative support to the Chief Executive, 

Estates Commissioners and the Secretariat department; 

 

2. Act as the point of contact for the Secretariat department, referring matters as 

appropriate;  

 

3. Manage the electronic diaries of the Chief Executive, Estates Commissioners 

and Director of Libraries, Archives and IT; 



 

4. Co-ordinate and manage travel arrangements for the Chief Executive, Estates 

Commissioners, and other staff as necessary including checking routes, 

purchasing tickets and booking accommodation.  Liaising with other 

departments as necessary; 

 

5. Organise and book meeting dates for the Board and all of the Church 

Commissioners’ Committees sufficiently far in advance.  Make room bookings, 

order/make refreshments and order equipment; 

 

6. Support the Senior Administrative & Governance Officer in the production of 

Board, AGM and Assets Committee papers, assisting with mailings for the 

Board and Assets Committee including the copying, collation and binding of 

papers; 

 

7. Assist the Senior Administrative & Governance Officer with minute-writing for 

various Boards and groups and assisting in the management, preparation and 

delivery of the Commissioners’ Annual General Meeting. 

 

8. If required, supporting the Commissioners’ activities at General Synod (this 

may occasionally require attendance at the Synod’s sessions, held over one 

weekend (in York) in July and during the week (in London) in February). 

 

9. Provide other administrative assistance as required to the Senior Administrative 

& Governance Officer;  

 

10. Manage the department’s filing system and archive. Make sure there is proper 

management of the Commissioners’ formal records and papers; 

 

11. Be the Secretariat department’s ‘SAP raiser’, processing purchase orders and 

invoices and keeping the budget officer informed of commitments to spend (full 

training in our ‘SAP’ accounting system is available); 

 

12. Be the first point of contact for telephone enquiries to the department; 

 

13. Undertake occasional typing or formatting of documents/correspondence; 

 

The main duties and responsibilities of your post are outlined in your job description.  

This list is not exhaustive and is intended to reflect your main tasks and areas of work.  

Changes may occur over time and you will be expected to agree any reasonable 

changes to your job description that are commensurate with your banding and in line 

with the general nature of your post.  You will be consulted about any changes to your 

job description before these are implemented. 

 

 

 

 

 

 

 



PERSON SPECIFICATION: 

 

Essential  

 

Knowledge and experience: 

 

• Proven Personal Assistant experience within a senior manager’s office. 

• A-levels or equivalent 

 

Skills and aptitudes: 

 

• Experience of Microsoft Office (especially Outlook Calendar). 

• Well organised with the ability to prioritise and meet deadlines 

• Strong communication skills and ability to liaise with senior managers across 

the organisation 

• Ability to work under pressure using own initiative and able to work 

unsupervised 

• Attention to detail 

• Discretion and good oral and written communication skills including an 

excellent telephone manner. 

• Sensitivity and good judgement in dealing with urgent and complex matters 

• Willingness to train in using the SAP finance system unless already familiar 

with it. 

 

Personal attributes: 

 

• Self-motivation  

• Flexibility, teamwork and a service mentality.  

• Willingness to attend sessions of the General Synod if required (which may 

involve travelling to York). 

 

 

Desirable 

 

• Experience of the SAP finance system or similar. 

• General knowledge of and interest in the Commissioners’ work and structure  

• Empathy with the mission and ethos of the Church of England  

 

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 

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

develop to their full potential.  



 

We are committed to being 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. 

 

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 

 

The NCIs take Health and Safety at work very seriously and require their staff to 

familiarise themselves with, and follow, their policy. 
 

Confidentiality 

 

Staff must not pass on to unauthorised persons, any information obtained in the 

course of their duties without the permission of their Head of Department. 

 

TERMS OF EMPLOYMENT: 

 

Starting Salary: Salary starts at the probationary point of ______ per 

annum. On satisfactory completion of the probationary 

period the salary will rise to the standard point for the 

band _______ per annum.   

  

Pension Contributions: Non-clergy staff will be admitted to the Church 

Administrators Pension Fund (CAPF, DC Section) 

unless they choose to opt out. Clergy already in the 

Church of England Funded Pensions Scheme (CEFPS) 

will have the option of either remaining in this scheme 

or joining the CAPF scheme. 

 

 There is no contracting–out certificate under the 

Pension Schemes Act 1993 in force for this 

employment in relation to the CAPF and CEFPS. Both 

CAPF and CEFPS members are contracted-in to the 

State Second Pension. 

 

Hours of Duty: Normal hours of work are 35 per week, Monday to 

Friday with an hour’s unpaid break for lunch. 

  



Annual Leave: 25 days paid leave per leave year.  This is exclusive of 

public holidays and additional holidays approved by 

your employer.  The leave year runs from 1st January to 

31st December. 

 

Season Ticket Loan: Staff are eligible to apply for an interest-free travel 

season ticket loan for their journey to and from work. 

 

Contract: The post is offered on an open-ended contract, subject 

to a six month probationary period. 

 

Closing date for receipt of applications: __________ 

 

Please note, if you have not heard from us within 3 days of the interview date, you 

have been unsuccessful in your application. 

 

Interviews:  ______________ 

 


