"“ The United Benefice of Coxheath, East Farleigh
' Hunton, Linton and West Farleigh

Job Title

Personal Assistant and Administrator to the Rector

Part- Time Position: 10 hours per week

Location: The Rectory, 144 Heath Road, Coxheath ME17 4PL

Responsible to: The Rector of the United Benefice of Coxheath, East Farleigh, Hunton, Linton
and West Farleigh

Salary: Real Living Wage (Currently £13.45 per hour)
Purpose of the Role

The Personal Assistant and Administrator to the Rector will play a vital role in the life of the
Benefice, ensuring the efficient day-to-day running of the Benefice office providing support to
the Rector, as well acting as first contact for the parishes and the communities of the Benefice.

Key responsibilities
Personal Assistant to the Rector

e Managing and organising the Rector’s schedule and appointments.

e Acting as the first point of contact for enquiries (phone email and in-person).

e Facilitate communication between the Rector, Church Officers, Parishioners and the
Diocese.

e Providing general support for information gathering and reporting.

Benefice Administrator

e Manage the day-to-day running of the parish office including maintaining office and
stationary supplies.

o Create and manage a diary of Benefice Church bookings and events.

e Assist with preparation of service sheets, seasonal liturgy booklets and notices.

e Co-ordinating and maintaining parish records including registers of baptism, weddings,
and funerals.

¢ Maintain the Benefice Website and social media platforms.

e Support the Parochial Church Council’s (PCC’s) as required in preparing for their Annual
Parochial Church Meeting (APCM).

e Ensuring compliance with legal and Diocesan requirements including GDPR and record
keeping.



Person Specification
Essential

e Proven Administrative experience.

o Excellent organisational time management and communication skills.
e Strong attention to detail.

e Proficient in Microsoft Office and general IT skills.

e Ability to work independently and manage a varied workload.

o Ability to work under pressure.

e Knowledge and understanding of GDPR principles and procedures.

Desirable

e Experience of working in a Church setting.

e Experience of website editing and social media management.

e Familiarity of Church of England Structure (e.g. PCC, Deanery, Diocese).
e Be sympathetic to the Christian ethos of the work of the Church.

Training
Diocesan administrative and communication training are available.
Terms and Conditions

Hours: 10 hours a week over two days. There may be an opportunity to work from home as the
role develops and at the Rectors discretion.

Contract: Permanent, subject to a 3-month probationary period.

Holiday: 56 hours inclusive of Bank Holidays.



