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THE NATIONAL CHURCH INSTITUTIONS 
 

MANAGING EMPLOYER: THE ARCHBISHOP OF YORK 
(IN HIS CORPORATE CAPACITY) 

 

BISHOPTHORPE PALACE 
 

JOB PROFILE 
 

 
JOB TITLE: 
 

Executive Assistant to the Archbishop’s Chaplain  
 

GRADE: 
 

Band 5 

LOCATION: 
 

Bishopthorpe Palace, Bishopthorpe, York 

ACCOUNTABLE TO: 
 

The Archbishop of York, line managed by the Archbishop’s Chaplain. 
 

JOB SUMMARY: 
 

This post gives an excellent opportunity to work in a small, friendly and busy 
office in unusual and pleasant surroundings. Colleagues at Bishopthorpe Palace 
work as a small and close-knit team and support each other at busy periods with 
flexibility and good humour. 

The post holder provides the full range of administrative and personal assistant 
support to the Archbishop’s Chaplain in their role which is key within the 
Bishopthorpe Palace team and carries responsibility for supporting the work of 
the Archbishop on a daily basis.   

An excellent communicator with the confidence and diplomacy to engage at all 
levels, the Executive Assistant will be a self-starter, with the ability to use 
initiative and good judgement. While thriving on the challenge of competing 
priorities, you will use your effective planning skills and resourceful approach to 
ensure that commitments are managed professionally and that, when 
necessary, creative solutions are found. 

KEY RELATIONSHIPS: Regular contact with staff at all levels within Bishopthorpe Palace Archbishop’s 
Chaplain.  In addition, you will have contact with staff at Lambeth Palace, the 
NCIs, Registry Office, Diocese of York and York Minster as well as the wider 
Church of England and members of the public. 
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MAIN DUTIES & RESPONSIBILITIES: 
 
1) Support to the Archbishop’s Chaplain 

 
a) Provide administrative support to the Chaplain including: 

− Assisting the Chaplain in managing their correspondence and workflow, enabling them to 
achieve their objectives while ensuring timely responses, bringing relevant safeguarding 
concerns to the attention of the Chaplain.   

− Drafting responses to general enquiries and correspondence on behalf of the Chaplain.  

− Managing the Chaplain’s diary using Outlook, including booking rooms and hospitality where 
appropriate.  

− Liaising with the Receptionist/Telephonist to arrange travel and hotel accommodation for the 
Chaplain, working closely with the Archbishop’s Private Secretary for journeys when the 
Chaplain is staffing the Archbishop. 

− Taking minutes of meetings on an occasional basis. 

− Filing and retrieving papers relevant to the work of the Chaplain.  

− Providing general administrative support to the Chaplain, and any other duties that may arise 
as required. 

b) Building and maintaining relationships with the Chaplain’s key contacts and their offices, whilst 
ensuring a high degree of confidentiality.   Meeting on a weekly basis with the Bishops’ PAs and 
liaising with them about diocesan matters, in particular diary engagements, PTO clergy and 
clergy over 70. 

 
2) Permission to Officiate (PTO) 

 
Oversight of the administration of the granting of Permission to Officiate within the Diocese of York, 
liaising with the Archbishop’s Chaplain where appropriate.  Duties to include but not limited to: 

a) Developing and maintaining the PTO database. 
b) Maintaining the relevant clergy blue files. 
c) Acknowledging and processing PTO applications on behalf of the Archbishop’s Chaplain using 

accurate record keeping 
d) Liaising with clergy about their applications (including safeguarding and DBS when necessary), in 

a way which is pastorally sensitive.  
e) Liaising with suffragan bishops’ offices, bishops in other dioceses, relevant diocesan clergy and 

diocesan safeguarding staff, as required in processing PTO applications. 
f) Producing and submitting PTO certificates for the Archbishop’s signature. 
g) Distributing PTO certificates and correspondence within the Diocese. 

 
3) Other Duties 
 

Other duties to include, but not limited to: 
a) Assisting with the administration and organisation of the following events and tasks:  

− Consecrations and Confirmation of Elections; 

− Provincial Visits; 

− Annual Northern Church Leaders’ Retreat; 

− Diocese of York Clergy Quiet Days; 

− Ordinations of priests and deacons; 

− Clergy Current Status Letters; 

− York Diocesan Leadership Team, Archbishop’s Council and Diocesan; 
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− Other diocesan administration. 

b) Assist with the production and printing of materials for worship as requested by the Archbishop’s 

Chaplain. 

c) Provide relief and assistance to other Bishopthorpe Palace team areas, including the handling of 

incoming calls and cover for Reception when required. 

 
All staff working at the Archbishop of York’s office share responsibility to promote and maintain a strong 
safeguarding culture with regard to children and vulnerable adults, including identifying the key actions 
they should take given their role and responsibilities. 
 
The main duties and responsibilities of the post are outlined in the job description.  This list is not 
exhaustive and is intended to reflect the main tasks and areas of work.  Changes may occur over time and 
you will be expected to agree any reasonable changes to the job description that are commensurate with 
the banding and in line with the general nature of the post.  You will be consulted about any changes to 
the job description before these are implemented. 
 
A comprehensive and supportive induction programme will be put in place for the post holder to ensure 
that they have all the information, access and contacts required to quickly acclimatise and excel in this 
role. 
 

PERSONAL SPECIFICATION: 
 
Essential 
 
Education: 

• Education to at least ‘A’ level standard, or equivalent professional experience, with a good 

command of written and spoken English, including accurate spelling and punctuation. 

Skills/Aptitudes: 

• Excellent knowledge of IT and experience using the Microsoft Office 365 suite of packages 
including Outlook, Word, Excel, Teams and Sharepoint.  Confident in the use of the mail-merge 
function and working on a networked computer system with the ability to use IT to find creative 
solutions. 

• Fast and extremely accurate typing is required to manage the typing content involved in this 
position. 

• Excellent communication skills, both verbal and written including the ability to draft and prepare 
high-quality, accurate correspondence, briefs and other material, including minutes of meetings 
as required.   

• Excellent interpersonal skills capable of dealing with difficult conversations calmly and efficiently.  

• Highly confidential, discreet and diplomatic with proven ability to work in a strictly confidential 
environment and to handle sensitive documents. 

• Forward-thinking with highly effective planning skills. 

• Ability to organise diaries and meetings. 

• Ability to collect and collate information and data and understand data protection requirements. 

• Highly focussed, organised and methodical with the ability to cope with conflicting priorities and 
projects.   

• Flexibility with the ability to adapt plans quickly in response to change. 

• Ability to create and implement new processes and systems to improve efficiency. 

• Strong teamwork skills. 
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Knowledge/Experience: 

• Proven ability in managing diaries, correspondence and papers for a senior manager with the 
ability to find creative solutions. 

• Experience of, and confidence in, dealing with a wide range of people in the course of work, 
including at senior level. 

• A good understanding of the work of the Archbishop’s ministry and the structures and roles within 
the Church of England.   

• Significant experience as a Personal Assistant at senior level with proven experience of working in 
a high pressure environment. 

• Experience of organising meetings and/or events. 

• Evidence of dealing with confidential and sensitive material. 
    

Desirable 
 

• Knowledge of and empathy with the Church of England and its structure. 
 
GENERAL INFORMATION: 
 
Who we are and our values 
 
We in the National Church Institutions support the mission and ministries of the Church locally and 
throughout England. We work together in our teams, with those who serve in Parishes, Dioceses, 
Schools and other ministries and with our partners at a national and international level.  
 
We have developed our NCI ‘people’ values which are below, and we work with these regardless of 
whether we are of Christian faith, another faith or no faith; 
 
Excellence: we 
take pride in 
doing a good job 

• Understand the needs and expectations of those we serve and support 

• Take personal responsibility for solving problems and learn from what 
we do 

• Support what works but be open to and welcome change where it’s 
needed  

• Work with others to get the best result for those we serve and support  
Respect:  
we treat 
everyone with 
dignity 

• Value people for who they are and embrace our differences 

• Listen and learn from each other, regardless of who or what we are 

• Set clear, realistic and fair expectations 

• Recognise achievement and support each other 

Integrity: we 
are trustworthy 

• Do what we have said we will do 

• Take accountability for what we do 

• Be open and straightforward with ourselves and others 

• Celebrate behaviours that support our values and challenge those that 
don’t. 

 
Our training, policies, procedures and practices are all intended to support behaviours in line with our 
values and we expect all staff to uphold these.  
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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. 
 
As a member of the Armed Forces Covenant, we welcome applications from those of you who have 
served in our Armed Forces and their families. 
 
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 £31,485 per annum pro rata on 

satisfactory completion of the probationary period the salary will rise to the 
standard point for the band £33,855 per annum pro rata. 

 
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 
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CEFPS members are contracted-in to the State Second Pension. 

 The NCIs have an income protection insurance arrangement. To be eligible for 
cover under this policy an employee must be a member of the CAPF DC section. 
Please note that insurance cover is not necessarily automatic and that 
underwriting may be required by the schemes in some instances.  Cover will be 
subject to any terms and conditions laid down by the insurance company. 

 
Hours of Duty: Normal hours of work are 35 hours a week, Monday to Friday with an hour’s 

unpaid break for lunch.  We  offer a flexible approach to work with a mixture 
of home and office-based working.  In order to fulfil the duties and 
responsibilities of this role the post-holder will be required to work a 
minimum of 3 days in the office.  Further details will be discussed at interview.  

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

holidays. The leave year runs from 1st January to 31st December. 
 
Contract: The post is offered on an open-ended contract, subject to a six-month 

probationary period. 
 


