
 

 

 

 

 

A worshipping, growing and transforming Christian presence 

at the heart of every community 

 

 
PA TO THE BISHOP OF MANCHESTER 
 
Employer:   National Church Institutions 

 
Salary:    £27,171.35 to £30,511.99 per annum 

 
Hours of work:    Full time - 35 hours per week 
 

Contract:   Permanent 
 

Normal place of work:  Bishopscourt, Bury New Road, Salford, M7 4LE 
 

Purpose  

The Bishop's PA is a key person in the life of the Diocese of Manchester in general and at 

Bishopscourt in particular. The post holder manages the Bishop's Office and ensures that work 

for, and in the name of the Bishop of Manchester is done to a high standard and in a manner 

conducive to the Bishop's style of working. 

 

It is the postholder’s responsibility to ensure that the Bishop is properly resourced and supported 

in his work. This includes ensuring all communication and paperwork around Bishop's 

appointments is produced in a timely manner, prioritising mail and messages, organising the 

Bishop's diary for his approval and producing draft replies and/or briefing papers as appropriate. 

 

The PA is required to work within the ethos of the Diocese of Manchester and will need to develop 

an understanding of the key priorities and work in such a way to support these. They will need 

to be flexible about the boundaries of the job, at times anticipating the impact of requests to 

Bishopscourt rather than just responding to them. The post holder is required to work in a way 

that is pastorally sensitive and must maintain strict confidentiality at all times. 

 

Accountability & Key Relationships 

The post is line managed by the Bishop of Manchester with day to day direction from the Bishop’s 

Chaplain.   

 

The PA line manages other secretarial support in the Bishop's office.  

 

The PA works closely with the Bishop's Chaplain, who also works out of Bishopscourt.  The PA 

will need to form good working relationships with other senior staff in the diocese, particularly 

the Suffragan Bishops, Archdeacons, Dean of the Cathedral and Diocesan Secretary and with 

staff in their offices.   

 

 



 

 

Key Tasks 

 

• Provide and co-ordinate the organisational, secretarial and administrative support that the 

Bishop needs to fulfil his ministry.  

• Take a pro-active approach to ensure that the Bishop’s diary is properly managed, according 

to the priorities agreed with the Bishop. 

• Ensure that the Bishop has all necessary paperwork and other material in advance of 

meetings and engagements. 

• Ensure that visitors to Bishopscourt are given an appropriate and warm reception. 

• Deal with incoming calls, emails, and correspondence, taking action within agreed guidelines, 

and drafting responses in the Bishop’s name where appropriate. 

• Maintain a comprehensive filing system that enables ready access to correspondence, 

information concerning people, organisations and groups and ensure that files are maintained 

in compliance with GDPR and the Data Protection Act. 

• Maintain an effective and accessible system for storing electronic data, conducting regular 

audits of database input. 

• Manage the Bishop’s working expenses and discretionary funds and (in collaboration with the 

Church Commissioners’ staff), manage the Bishop’s budget using good judgement. 

• Manage and administer financial procedures including budgeting, making payments and 

account returns to National Church. 

• Ensure good administration processes are followed, keeping under review current systems 

and practices, suggesting and implementing changes and improvement where appropriate. 

• Ensure meetings at Bishopscourt are properly resourced, including note taking when 

required. 

• When requested, assist the Bishop in arrangements for social functions and events. 

• Make arrangements for the Bishop’s travel. 

• Ensure that Bishopscourt is appropriately resourced and secure; contribute to building 

management e.g. ensure contractors complete maintenance tasks as ordered. 

 

The role of a Diocesan Bishop is extremely diverse and the PA appointed will need to be 

responsive to the demands of the Bishop’s ministry, and complement it. 

This role description provides a guide to the duties and responsibilities of the post and is not an 

exhaustive list. The post holder may be asked to undertake any other relevant duties appropriate 

to the post. The role description will be amended over time, in full consultation with the post 

holder, to meet the needs of the Diocese. 

 

 

 

 

 



 

 

Person Specification 
 

Key: (AF) Application Form; (I) Interview; (T) Test  

 

 Essential 

requirements 

Desirable 

requirements 

Method of 

assessment 

Qualifications    

A high standard of general education E  AF 

Experience    

Experience of working as a PA at a senior level E  AF/I 

Experience of managing a diverse workload, with 

and without input from others 
E  AF/I 

Management of budgets  

 
 D AF/I 

Line management   D AF/I 

Knowledge and skills    

Excellent administration management skills to 

create and maintain good working practices  

 

E  AF/I/T 

Well-developed communication skills, with the 

ability to communicate professionally and with tact 

and diplomacy with a diverse audience 

E  AF/I 

Confident in dealings with senior leaders in the 

wider community and at national level 
E  AF/I 

Complete discretion in handling confidential 

information 
E  AF/I 

Ability to develop and improve process and build in 

audit systems  
E  AF/I 

Ability to work on own initiative E  AF/I/T 

Ability to work to tight deadlines E  AF/I 

High level of IT literacy, fully conversant with 

Microsoft Outlook, Word and excel 
E  AF/I/T 

An appreciation of the diverse communities in the 

Diocese  
E  I 

Sympathy with the aims and values of the Church 

of England 
E  I 

Work related Circumstances    

Willing to attend evening and weekend meetings 

and events with notice 
E  I 



 

 

Willingness to travel to meetings (car not 

essential) 
E  I 

Flexibility to work from various locations as 

required 
 D I 

Holds a full UK driving licence  D AF 

 
The post will be offered to the successful candidate subject to satisfactory references 

and proof of eligibility to work in the UK. 

 

 
Summary of Terms & Conditions of Employment 

 
Employer: National Church Institutions 

Line Manager: This post-holder is accountable to the Bishop, with direction from the Bishop’s 

Chaplain 

Location: Bishopscourt, Bury New Road, M7 4LE 

Contract: Permanent, subject to a 6-month probationary period. 

Notice: Two weeks’ notice during probation period.  One-month notice after successful 

probation. 

Hours: Full Time – 35 hours per week 

Annual Leave: 25 days’ annual leave per year, plus public holidays and 3 additional allocated 

days 

Pension: Auto enrolment into Pension Builder 2014 Pension Plan 

Additional: 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. (Insurance cover is not necessarily automatic and 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.  
Confidentiality: Staff must not pass on any information obtained in the course of their duties  

without the permission of their manager. 

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. 

 

Closing Date:   Noon 8th February 2023.   

Interviews:    Monday 20th February at Bishopscourt, Bury New Road, M7 4LE 

 

The post will be offered to the successful candidate subject to satisfactory references and proof of eligibility 
to work in the UK. 
 
 


