
 

EXECUTIVE ASSISTANT IN THE BISHOP OF LEICESTER’S 
OFFICE 

 
 

JOB DESCRIPTION 

Job title: Executive Assistant in the Bishop of Leicester’s Office 

Grade: 6   

 
Location: Bishop’s Lodge, 12 Springfield Road, Leicester LE2 3BD 
 
Accountable to:  Executive Assistant and Office Manager 
 
Key relationships:  The Bishop, the Bishop’s Chaplain, the Suffragan Bishop and 

their PA, the Diocesan Secretary, the Archdeacons, staff at 
the Diocesan Offices and other post holders in the Diocese of 
Leicester 

 
Summary of Job To maximize the ability of the Bishop of Leicester to function 

effectively in their role by ensuring excellent office support 
and to support the work of the Diocese as a whole.  

 
JOB DESCRIPTION 
 

• Diary and meeting planning and management including 
o Maintaining an overview of the diary to ensure balance is maintained 

between the bishop’s strategic, pastoral, civic, management, national 
church and other roles while setting aside time for rest and family 

o Day to day diary management 
o Provision of papers for meetings in a timely and efficient manner 
o Travel arrangements 
o Assisting the bishop in preparing for meetings through identification of key 

agenda items, briefing etc 

• Manage correspondence including triaging of emails and letters and drafting 
responses or responding appropriately on behalf of the Bishop 

• Manage the hospitality provided by the Bishop and their spouse 
o Draw up the annual hospitality programme 
o Undertake detailed work on the guest list and invitations 
o Liaison with caterers, the Bishop’s wife, others re arrangements, set up, 

etc 
o Act as hospitality coordinator to ensure the smooth running of events 
o Arrange the annual Christmas card and other similar activities 

• Oversight of and support for HR processes including 
o Keeping records of clergy deployment up to date and ensuring that 

licences and Permissions to Officiate are issued correctly 
o Ensuring that safer recruitment processes have been followed and that all 

relevant records have been retained and filed 
o Support for Ministerial Development Review and other processes 



 

o Administration relating to curate ordinations 

• Oversight of the financial matters including: 
o The grant received from the Church Commissioners for the Bishop of 

Leicester 
o The various charitable funds administered from Bishop’s Lodge 
o Supervision of day to day finance work 

• Buildings Management including 
o Arranging and managing repairs 
o Liaison with contractors and Church Commissioners 
o Ensuring compliance with Health and Safety requirements 
o Purchase of office equipment 

• Participation at meetings on behalf of the bishop as required 

• Support for information management processes including data and statistics 
collection and input 

• Support for the Bishop and Bishop’s Chaplain with special projects as required 

• General office duties and ensuring a welcome for visitors 
 
PERSON SPECIFICATION 
 
The post of Executive Assistant requires a person able to offer a range of skills 
appropriate to a wide-ranging and varied role.  The following are the key 
requirements. 
 
Essential 
 

• Educated to A Level standard or equivalent or relevant professional skill and/or 
qualification. 

• GCSE Grade C or above (or equivalent) in Maths and English  

• Good communications skills, both written and verbal; good and accurate written 
English. 

• Ability to draft clear and accurate documents/reports for various audiences. 

• Excellent administration, office management and diary management skills. 

• Excellent IT skills, including word-processing, spread-sheets, databases and 
familiarity with social media. 

• Sympathy with the values and purposes of the Church of England and with the 
values and priorities of the Bishop and Diocese of Leicester and a desire to see 
the work flourish. 

• Capacity to relate appropriately to a wide range of people, in person, by 
telephone or e-mail. 

• Ability and willingness to work collaboratively with the Bishop and other 
colleagues. 

• Relevant work experience (e.g. in a PA, admin, or office management role). 

• Ability to demonstrate leadership in administrative processes, to show initiative 
and work with minimal supervision. 

• Ability to focus under pressure and meet deadlines while working with meticulous 
attention to detail. 

• Sound judgement to determine what should be referred to the Bishop or Bishop’s 
Chaplain for approval, agreement or information and what can be dealt with 
independently. 



 

• Flexibility and adaptability to changing priorities. 

• Aptitude for developing and reviewing office systems in response to availability of 
new technology. 

• Ability to understand and operate accurately formal and legal procedures. 

• Understanding of and commitment to the principles and practice of confidentiality. 

• Willingness to be involved in continuing personal and professional development. 

• Ability to arrange own transport when necessary. 

• Experience of taking responsibility for running an office and able to be the sole 
administrative support. 

• Ability to see how this role fits into the bigger picture of the work of the Diocese. 
 
Desirable 

• Educated to degree level or equivalent qualification or experience 

• Knowledge of safeguarding / DBS and Data Protection principles. 

• Ability to understand financial reports 
 

GENERAL CONDITIONS 

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 
 
All staff are required to ensure that they understand and accept the legal duties 
placed on them (by the Health and Safety at Work Act) not to endanger themselves 
or others and (by the Management of Health and Safety at Work Regulations) to co-
operate with colleagues and management in the control of health and safety at work.  
And therefore: 
 

• to read and understand and abide by the health and safety policy; 
• to make themselves familiar with accident and emergency procedures on their 

site; 
• to make themselves familiar with the findings of any risk assessments which 

might affect them; 
• to inform the Bishop immediately of any health or safety deficiencies or 

dangerous situations or near misses; 
• to set a good personal example in respect of health and safety. 

 
Confidentiality 
 
Staff must not pass on to unauthorised persons, any information obtained in the 
course of their duties without the permission of the Bishop. 
 

 
 
TERMS OF EMPLOYMENT: 



 

 
Salary  

 
£26,000 per annum 
  

Hours of work 

  
The hours of work will be 35 hours per week hours exclusive of a one-hour unpaid 
lunch break, to be taken at a time agreed with the Bishop, but some flexibility will be 
required from time to time, particularly during the periods when there are a number 
of hospitality events (eg garden parties). 
 
Annual Leave  
 
An entitlement of 25 days paid annual leave per leave year.  This is exclusive of 
public and additional holidays.  The leave year runs from 1st January to 31st 
December. 
 

Notice 

 

The notice period is one month on either side or that to which the employee is 
entitled in accordance with current employment legislation, whichever is greater or 
by pay in lieu of notice by the employer.  Should the employee be summarily 
dismissed on the grounds of gross misconduct, the employment may be terminated 
without notice. 
 
 


