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Generous Churches Making and Nurturing Disciples 
 

 

Vocations Team Administrator and Office Manager  
 

 
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 is a family of 607 churches and 125 schools in 470 parishes, which 
extends from Middlesbrough on the River Tees to Hull on the River Humber, and from the 

east coast of Yorkshire about as far west as the A1 road.  Led and guided by the Archbishop 

of York, Dr John Sentamu, our vision is to be a family of Generous Churches Making and 
Nurturing Disciples.  

 
The Opportunity 
 
Anyone and everyone can have a calling to serve God and the church.  Our Vocations team to 
promote vocations to lay and ordained ministry throughout the Diocese; and to co-ordinate 
the work we do with those who wish to explore their calling to ordained ministry.  We now 
have an opportunity for a highly organised and self-motivated administrator who would like 
to be part of the work of the church to join the team. 
 
As a member of the team, you will provide PA support and office management to the 
Diocesan Adviser on Vocations and other members of the Vocations Team. The team is 
geographically-dispersed, and often working away from their offices, so you will play a key 
role in co-ordinating activities and communicating between team members and other 
partners.  The role is currently half-time (17.5 hours per week) although, pending review, 
there is scope for this to possibly increase to 21 hours. 
 
There is some flexibility in the working pattern and location.  One full day (for example 9  am 
to 4 pm, but with some flexibility) is typically spent working directly with the Diocesan 
Adviser on Vocations at his place of work in Huntington (on the north side of York).  The 
remaining hours can be worked flexibly, with opportunities to work from the main diocesan 
office at Clifton Moor, York, or to work from home on occasion where practicable. 
 
You will be educated to A-level or equivalent standard and have previous administrative 
experience.  You will be self-motivated and highly organised, adept at being a key team 
player, even when working remotely.  You will have a professional manner, a flexible 
approach, and be confident in dealing with sensitive and confidential matters. 
 
In return, we offer a good salary, holiday and pension benefits, together with some additional 
benefits such as eye care vouchers and a Cycle to Work scheme.  More importantly, we offer 
the opportunity to play a part in an organisation at the heart of spiritual and community life in 
the region. 
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Job Description 
 
Principal Duties 
 

 To provide administrative support to the Diocesan Adviser for Vocations. 

 To prepare and enhance Vocations material.  This will include handbooks, support 
materials, PowerPoint presentations and administrative forms across all aspects of the 
work. 

 To handle administration relating to selection and support of those in training. 

 To maintain effective records, lists and statistics and to be aware of the ‘vocational 
year’ and its events. 

 Gathering & collating paperwork for Selection Panels 

 Ensuring materials are complete for Ministry Division submission 

 Preparation of financial information relating to ordinands in training and 
administration of the grants process 

 Arrange seminars, ordination retreat, training and vocations events 

 Liaise with the Diocesan Registry regarding licenses for ordination  

 Manage filing and candidate records 

 To manage and develop the Vocations section of the diocesan website. 

 
Other Duties 
 

 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 model a collaborative and professional approach to the role. 

 To work in a confidential and sensitive manner at all times. 

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

 To undertake such other duties as reasonably requested. 

 
Key Relationships 
 

 Key working relationships will be with the Diocesan Adviser for Vocations, Bishops (York, 
Hull, Selby & Whitby), and other members of clergy and senior staff. 

 The post-holder will also work closely with Ordinands, PAs to Bishops and Archdeacons 
and Administrative staff in the Diocesan Office. 

 
The post will involve some travel within the Diocese, and occasional attendance outside 
normal office hours. 
 
The job description provides an outline of the key responsibilities of the post and is not 
intended to be an exhaustive list.  The post holder may be asked to undertake any other 
relevant duties appropriate to the post.  The job description may be amended over time, in 
consultation with the post holder to meet the needs of the Diocese. 

  



3 

 

Person Specification 
 
Essential 
 

1. Educated to A level, with grades A-C in English and Maths GCSE, or equivalent. 

2. Previous administrative experience gained in a busy office environment. 

3. Self-motivated; able to prioritise and work to a high standard with minimum 
supervision. 

4. Excellent organisational skills 

5. Strong attention to detail. 

6. Proficient IT skills, ideally including publishing packages and databases 

7. Excellent written and spoken communication skills 

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

9. Enthusiastic and personable; a team player able to work well with internal and 
external people at all levels 

10. A flexible approach. 

11. A commitment to continuing professional development 

12. Empathy with the Christian faith, and able to work effectively within a Church of 
England context in support of its mission and ministry. 

Desirable 
 

13. Understanding of the structure, organisation and culture of the Church of England 

14. A communicant member of the Church of England, or of a church in full communion 
with it 

15. Design and / or publishing skills 
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Summary of Terms and Conditions 
 
Employer The York Diocesan Board of Finance (YDBF) 

Line Manager Diocesan Adviser on Vocations 

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 is based in York 

Hours The post is part-time, 17.5 hours per week.   

The post holder will be required from time to time to attend 
meetings outside normal working hours, subject to time in lieu.  

Salary  The post is grade 7.  Starting salary is from approximately £10,000 
(based on a full-time salary of approximately £20,000) depending 
on experience 

Pension The YDBF offers a contributory pension scheme (“the Scheme”) 
organised by the Church of England (the “Church”) Pensions Board.  
For each 1% of contribution paid by the employee, up to a 
maximum 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 

 
 


