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Job Description

Job Title: 
Executive assistant to the Diocesan Secretary
Hours of Work:
Full Time
Reporting to:
To the Diocesan Secretary 
Normal Place of Work:
Church House, Daresbury Park
Job Profile:
To provide administrative, compliance and governance support to the Diocesan Secretary, parishes, and the wider Diocese of Chester
Main Duties:
· To manage the administrative processes for Bishop’s Council, Diocesan Synod, and other Diocesan committees where the Diocesan Secretary acts as the secretary to the committee.
· To act as the Diocesan Pastoral Reorganisation Adviser
· To undertake all aspects of the administrative processes relating to pastoral schemes and orders liaising with Bishops, Archdeacons the National Church as necessary
· To act as Assistant Secretary to the Chester and Macclesfield Archidiaconal Mission and Pastoral Committees
· To assist the Office manager, Diocesan Secretary, and others in the maintenance of the Diocesan database.
· To manage Diocesan electoral processes as required
· To assist the Diocesan secretary in providing governance and compliance and other advice to parishes

· To ensure files are maintained in good order and in compliance with the General Data Protection Regulations
· To ensure that the Diocesan Secretary has all necessary paperwork in advance of meetings/engagements. 
· To research and collate information to support the Diocesan Secretary.

· To ensure cover for the Diocesan Secretary is in place for when they are not available by passing urgent enquiries to the most appropriate other person such as the Archdeacons, Deputy Diocesan Secretary, or Head of Finance
· To process correspondence arriving for the Diocesan Secretary in a timely manner.  To act where necessary, producing draft replies, standard replies and holding letters as necessary
· To assist the Diocesan Secretary in organising meetings and diary management
· To use own initiative in generating standard letters/emails following the agreed process for each
· To use own initiative in responding to telephone enquiries 
· To reply to emails received as the Diocesan Secretary’s Executive assistant, and also emails forwarded to be dealt with by the Diocesan Secretary.
· To assist the Diocesan Secretary in their statutory compliance responsibilities in relation to external regulatory bodies
· To support others in the office in similar tasks as directed by the Diocesan Secretary
Such other duties and tasks as the management may from time to time require 

Dated:
January 2022
Note – this Job Description does not form part of your Contract of Employment
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