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Job Description 

Job Title: 

PA to the Archdeacon of Chester
Reports to: 
Archdeacon of Chester
Salary Range:
 £21,532 - £23,861 pro rata dependent upon qualifications and experience.
Hours of work: 
Part time 20 hours per week, in a regular pattern spread over either four or five days per week. 
Normal place of work:  
Church House, Daresbury, although a consultation will take place later in the year to determine the possibility of some hybrid working.
Overall Purpose of the Post

To provide excellent administrative support to the Archdeacon of Chester by dealing proactively with correspondence and enquiries and ensuring that the Archdeacon is well informed about issues and well prepared for meetings.
Main Duties
1. To action all emails/ written correspondence arriving in the Archdeacon’s office in a timely manner taking relevant action in all cases.

2. To use own initiative in responding to both email and telephone enquiries, providing information, using judgement in directing calls and ensuring the appropriate information is brought to the Archdeacon’s attention.

3. To take a proactive approach towards the Archdeacon’s diary and schedule, liaising as necessary with both internal and external parties.

4. To manage those parts of the administrative process of vacancies and appointments which fall within the remit of the Archdeacon’s office, liaising with the PA’s to the Bishop of Chester and the Bishop of Birkenhead as necessary.

5. To record attendance at the annual Archdeacon Visitation Services (4 evenings per year). 

6. To arrange and attend Churchwardens’ Training (2 Saturdays per year).

7. To organise and maintain the filing systems, now mainly electronic, ensuring compliance with GDPR at all times.

8. To ensure that the Archdeacon has all necessary paperwork in advance of meetings/ engagements, including directions where appropriate.

9. To manage the Archdeacon’s working expenses using good judgement.

10. To ensure that sensitive information is stored in a suitable, confidential manner and that all confidential matters are respected.

Other duties

1. To welcome visitors to the Archdeacon’s office ensuring that they are dealt with in a polite and courteous manner.

2. To provide refreshments/ light lunch to visitors as necessary.

3. To replenish stationery as necessary.

4. Other duties broadly in line with these from time to time as instructed by the Archdeacon and those he nominates.

5. To undertake training as required.

Please note: this list is not exhaustive and the post-holder will be required to undertake duties commensurate with the role.
Date: August 2021
Note – this job description does not form part of your Contract of Employment.


