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Job Title: 


Bishop’s Ministry Administrator
Hours of Work:
Full time – 35 hours per week to be worked Monday to Friday 
Reporting to:


Director of Operations to the Bishop of Chester
Normal Place of Work:
Bishop’s House, Abbey Square, Chester CH1 2JD
Main objective

To provide excellent administrative support to the team overseeing the ministry of clergy and lay people across the Diocese of Chester. This will involve processing applications to minister, monitoring safeguarding training and DBS applications, maintaining records and liaising with ministers and senior clergy in the diocese. You will be working as part of the team supporting the work of the bishops in the Diocese of Chester.
Main Duties:

Correspondence 

· To process all correspondence 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 task.

Office duties 

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

· To undertake the administrative processes of authorising the ministry of clergy and lay ministers across the Diocese of Chester.
· To record safeguarding training for clergy and lay ministers.

· To organise and maintain filing systems.

· To ensure files are stored and maintained in compliance with the General Data Protection Regulation.

Other duties

· To liaise and work together with colleagues in the Human Resources, Safeguarding and Ministry Teams at Church House.
· To maintain confidentiality around information handled and processed in the course of work. Staff must not pass on to unauthorised persons any information obtained in the course of their duties without the permission of their manager.

· Other duties broadly in line with these from time to time as instructed by the Director of Operations.
· To undertake training as required. 

· To assist where necessary in the making and serving of refreshments to visitors to Bishop’s House.
Dated:
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