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LIVERPOOL | CATHEDRAL




Job description 

Title:       

PA/Secretary to the Residentiary Canons and support for Executive Assistant to the Dean of Liverpool
Salary:        
£11193.00
Hours: 
Part-time 21 hours 

Accountable to:
Executive Assistant for the Dean of Liverpool

Location:
Liverpool Cathedral, St James Mount, Liverpool 

Job Summary:

The purpose of this role is to provide a range of secretarial and personal administration support to the Cathedral Canons and the Executive Assistant to the Dean of Liverpool in order to allow them to make the best use of their time.  The role holder will act as support to and deputy for the Executive Assistant in their absence.   All tasks are to be carried out with the utmost discretion, accuracy and with a very high regard for confidentiality.  

Core tasks include:-

· Maintain accurate office systems, including data management and filing. 

· Produce documents, briefing papers, Cathedral Bulletin, reports and presentations using Word, Powerpoint and Excel (to an intermediate level).
· Screen telephone calls, enquiries and requests and handle them where appropriate.
· Effective and sensitive handling of enquiries about baptisms, weddings and funerals.   
· Deal sensitively and responsibly with some stressful and difficult phone calls / approaches.   

· Meet and greet visitors at all levels of seniority both within and outside the church. 

· Organise, plan and maintain electronic diaries and make appointments.
· Deal with incoming email and sort and deliver post.
· Take accurate minutes as required.
· Proactively co-ordinate all aspects of arranging and organising large services and attend conferences and meetings as and when required – including arranging hospitality when required.
· Liaise with senior clergy, colleagues, departments within the Cathedral and the Diocese and external suppliers as and when required.
· Organise travel and make accommodation arrangements. 

· Complete timely expense claims on behalf of the Residentiary Canons.
· Work in partnership with the Bishops’ Office and the staff within St. James’ House to establish a collaborative working relationship.

· Undertake other duties and tasks as the Dean, Residentiary Canons and Executive Assistant may from time to time require.
· Oversee the flower arranging budget ensuring good working relationship with the volunteer flower arranging team.

· Co-ordinate conferences and documentation for Faith Academy.
· Co-ordinate the monthly service rota including clergy rotas, readings and intercession rota.
The post holder must be in sympathy with the aims and ethos of the Church of England and to fully support the Mission and Values of Liverpool Cathedral.

This job description will be reviewed periodically with your line manger line and is therefore subject to amendment.

This job description does not form part of your contract of employment.
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