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Executive Personal Assistant to the Bishop of Southwell and Nottingham  

(maternity cover) 
Bishop’s Manor – Southwell, Nottingham 

 
 

JOB PROFILE 

Title:  Executive Personal Assistant (maternity cover) 

Reports to: The Bishop of Southwell and Nottingham 

Location: Bishop’s Manor, Southwell 

Basis of employment: FT – fixed term 

DBS check required? (Yes/No) No 

Special conditions of employment N/a 

Date written/updated November 2022 

 

The Bishop of Southwell and Nottingham provides leadership and oversight of the Church of England  

Diocese of Southwell and Nottingham.  The diocese consists of over 300 churches served by around 180 

clergy and actively supported by many able lay ministers. 

The Diocesan Bishop works with his assistant colleague, the Suffragan Bishop of Sherwood, to give vision and 

shape to the life and growth of the churches in his care, in faithfulness to the teaching of Jesus Christ.  The 

diocese has a strategic vision for growing  disciples, reaching wider in every community, connecting with 

younger generations, growing deeper roots of faith across Nottinghamshire in churches, hospitals, 

schools, workplaces and prisons.  There is more about the role of the bishop on our website: 

Our Bishops - Diocese of Southwell & Nottingham (anglican.org) 

 

 

Purpose of Role 

To provide a comprehensive PA, administrative and diary management service to the bishop, 
ensuring he is able to meet his commitments and prioritise the management of his time. 

 
Liaising with internal and external bodies and individuals to arrange meetings and other 
communication with the bishop, handling requests and approaches in a sensitive way, reflecting the 

Bishop’s own priorities. 
 

Where possible dealing with matters directly but also ensuring the bishop is aware of priority issues 
and that appropriate communications are provided. 

 
 

 
 
 

 

https://southwell.anglican.org/our-bishops/
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MAIN RESPONSIBILITIES 

• Working within the bishop’s team, under the guidance of the Bishop’s Chaplain and in 

conjunction with the Bishop’s Office Administrator, the office holder will be a trusted member of 
the team, using their initiative to ensure all matters are progressing and service delivery high to 
all those with whom the team interact.  

• Working closely with the Diocesan Bishop to ensure that his diary is well managed so that it focuses 
on and complements his priorities for the diocese and beyond, as well as guards his own humanity.  

• With the Bishop’s Chaplain, liaise with the Communications Team particularly with regards to the 

both the Diocesan and Suffragan Bishops’ internal and external digital media presence, tone of 
voice and timeliness.  Also contribute to the evolving Diocesan Communication Activity and 

Channel plan ensuring all diocesan and bishops’ communications are joined up and consistent. 

• Working with the Bishop’s Chaplain to ensure that all services at which the bishop is presiding or 
engagements in which he is participating are agreed well in advance and fully planned.   

• Organising and setting out all the practical arrangements including travel, meeting points and 
particular details for all events.Organising official hospitality events including proposing guest lists,  
sending invitations, confirming attendance, special requirements etc and liaising with the bishop’s 

wife regarding arrangements.  Supporting the event by meeting guests, serving refreshments etc 

• Having sight where necessary of all communications coming into and going out of the Diocesan 

bishop’s office and, in liaison with the Bishop’s Chaplain, ensuring appropriate action is taken to 
progress these communications. Monitoring  the bishop@ inbox, which receives a very high 
volume of emails, responding directly to appropriate emails and making sure all emails receive a 

timely acknowledgement. 

• Handling a wide range of telephone enquiries with confidence, warmth and diplomacy, answering 
queries directly or passing them on to the Bishop’s Chaplain or other appropriate person. 

• Using Powerpoint, creating engaging and dynamic presentations for the Diocesan and Suffragan 
Bishops as requested. 

• Ensuring secretarial support for the Diocesan Bishop through drafting letters and documents. 

• Open and field the Diocesan Bishop’s post each day, ensuring all correspondence is date stamped 
and directed to the appropriate staff member where appropriate. 

• To be the first point of contact for the Bishop’s Office, meeting and greeting all visitors to the 
Bishop’s Manor Office,  

• To field information and arrangements relating to the bishop’s role and representation within the 

House of Lords as required.  

 

 
 

 

ROLE DIMENSIONS 

Budget management (where 

relevant) 

No direct budget 

People management No direct reports 
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Key relationships – internal The Bishop of Southwell and Nottingham, 
The Bishop’s Chaplain,  

The Suffragan Bishop of Sherwood and PA 
The Archdeacons,  
Diocesan Chief Executive,  

Bishops Staff Senior Team and staff in the Diocesan office. 
Diocesan members of clergy and licensed laity  

Key relationships – external Dean of Southwell Cathedral, and Cathedral staff 
House of Lords’ coordination team  
Local and national representatives of various organisations 

 

 

PERSON SPECIFICATION 
 

 Essential Desirable 

Personal Characteristics Able to prioritise effectively and 
display good judgement in 

knowing when and to whom to 
delegate 

 

Able to be appropriately 
protective of the Bishop’s time 
and priorities 

 
Able to stay calm under pressure 

and to deal sensitively with public 
criticism. 
 

Able to deal with all contacts with 
diplomacy and tact.  
 

Ability to work effectively as part 
of a team, contributing to the 

wider work of the Bishop’s office 
 
Demonstrate a warm, polite, 

helpful manner 
 
Establish and maintain excellent 

working relationships with 
colleagues 

 

 

Competencies and Skills Demonstrate a good standard of 
numeracy 

 
Demonstrate excellent standards 
of literacy, grammar and spelling 

 
Ability to use digital channels 

including uploading video 
content, running remote 
meetings etc. 

Creative use of powerpoint 
to prepare presentations 
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Excellent interpersonal and 
diplomatic skills, dealing with 
people from all walks of life with 

courtesy and, where necessary, 
firmness, both inside and outside 

the Church. 
 

Able to initiate and maintain 

good and effective administrative 
procedures. 
 

Qualification and Experience Educated to ‘A’ level or above, or 
equivalent 

 

Substantial experience in 
operating and setting up 

administrative processes 
 

Undertaking varied activities to 

tight deadlines and prioritising 
own workload 

 

 

Knowledge and Understanding Proficient use of Microsoft Word, 
Excel, Access, PowerPoint and 
Outlook 

 
Understand the importance of 

maintaining confidentiality 
without being secretive 
 

Proven ability to use 
databases 
 

Special Requirements Willingness to be involved in 
continuing personal and 
professional development 

 

 

 
 

 
 

TERMS OF EMPLOYMENT 

Work pattern 35 hours per week  

Normal working hours 9.00 am – 5.00 (with one hour unpaid 
for lunch) 

There is a requirement for flexibility in working hours to 
accommodate the Bishop’s diairy, with some time off in lieu by 
prior arrangement with the bishop.  

 

Salary £25,877 - £29,059 

 

Holiday 25 days per year 
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Up to 3 additional discretionary days may be offered. 
 

Probation 3 months 

Pension Non-clergy staff will be automatically enrolled into  the in the 

Pension Builder 2014 Pension Plan (PB2014) in line with 

legislation 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 

PB14 scheme.  

Income Protection Bishops Staff have an income protection insurance 

arrangement.  To be eligible for cover under this policy an 

employee must be a member of the (PB2014)  scheme. Please 

note that insurance cover is not necessarily automatic and that 

underwriting may be required by the schemes in some 

instances (for example if you do not join the scheme at the first 

available opportunity or opt out of the scheme and 

subsequently re-join). Cover will be subject to any terms and 

conditions laid down by the insurance company. 

 

 


