
[image: image1.jpg]THE CHURCH
OF ENGLAND

Diocese of Chester



Job Description

Job Title:
Administrator the Diocesan Secretary, Diocesan Director of Human Resources and Diocesan Safeguarding Adviser
Hours of Work:
35 hours per week 
It is anticipated that approximately 20 hours per week will be in relation to the post of administrator to the Diocesan Secretary and Diocesan Director of Human Resources and the remaining 15 hours per week undertaking administrative duties in relation to the Diocesan Safeguarding Adviser.
Reporting to:
Diocesan Director of Human Resources and PA to the Diocesan Safeguarding Adviser
Normal Place of Work:
Church House, Daresbury Park
Job Profile:
To provide support and administrative assistance to the Diocesan Secretary and Diocesan Director of Human Resources and their part time PA.

To undertake administrative duties in relation to the Diocesan Safeguarding Adviser.
Main Duties:

Administrator for the Diocesan Secretary and Diocesan Director of Human Resources
· To process correspondence arriving for the Diocesan Secretary and Diocesan Director of HR in a timely manner.  To take action where necessary, producing draft replies, standard replies and holding letters as necessary

· To use own initiative in generating standard letters following the agreed process for each

· To use own initiative in responding to telephone enquiries – providing information, using judgement in directing calls and ensuring that appropriate information is brought to the attention of the Diocesan Secretary and Diocesan Director of HR

· To manage the appropriate parts of the administrative process of suspensions of benefices 
· To be responsible for the administration relating to the online DBS registration process
· To be undertake the administrative duties relating to parochial vacancies
· To undertake administrative processes for Diocesan Synods, Councils and committees as needed
· To organise and maintain filing systems

· General administrative duties
· Reception cover duties 
Administrator for the Diocesan Safeguarding Adviser
· To undertake administrative duties in connection with Diocesan Safeguarding functions

· To organise and manage the filing system, ensuring that it is kept up to date

· To be responsible for maintaining the safeguarding files, printing emails, and printing / photocopying reports and documents as necessary

· To be responsible for maintaining the daily log sheet case summaries for files

· To ensure files are maintained in compliance with the General Data Protection Regulations
· To ensure that the Diocesan Safeguarding Adviser has all necessary paperwork in advance of meetings/engagements

· To assist at times with the preparation of training materials for training sessions

· To assist at times with the administration of training events, advertising the sessions and maintaining registration information

· To assist at times with the welcome and hospitality for safeguarding training events

· To assist the Diocesan Safeguarding Adviser in providing support to the Parish Safeguarding Co-ordinators.

· To undertake other routine general administrative duties

Such other duties of a similar nature that the management may, from time to time require.

This job description does not form part of your Contract of Employment

Dated:  June 2019
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