Job Description
Job Title


Area Dean Administrator
Job Summary

To be responsible for the administration for the 
Area Dean and team 

Hours


3 hours per week (flexible)

Accountable to

Revd Trudie Wigley
Person Specification and Job Description

PERSON SPECIFICATION

Personal attributes

· A “people person”, with a warm, friendly manner both face-to-face and on the phone 

· A person of integrity and honesty 

· A team player and good interpersonal skills with others, yet also with the ability to work independently 

· Discreet and able to maintain confidentiality 

· Highly organised, creative and resourceful 

· Uses initiative to anticipate tasks which need to be completed 
· Flexible approach 

· Sympathy with the ethos of the Christian faith and the Church of England
· Someone comfortable working in environments that involve contact with a wide range of people from a variety of backgrounds and ages

Administrative skills

· Ability to maintain and develop efficient administration systems 

· Good record keeping skills 
· Attention to detail

· Good communication skills – both spoken and written 

· Competent writer of business letters and reports.  Experience of taking minutes and chasing actions as appropriate.

· Website and social media skills  

IT skills

· Proficient in using the Microsoft Office Suite (including Word, Excel and PowerPoint) as well as other IT tools such as Doodle poll and google calendar

· Experience with known publishing software package (e.g. Publisher) to produce attractive leaflets, advertising etc.

· Proficient in use and administration of various social media platforms including Facebook and Twitter, as well as website maintenance  

JOB DESCRIPTION
1. Organise and manage an annual calendar of meetings and one-to-one gatherings, arranging venues and following up with reminders to hosts and participants
2. Organise and manage the Area Dean’s diary, co-ordinating and balancing activities with her church parish commitments

3. Collate and circulate regular information to Swindon clergy and to others as appropriate

4. Liaise with churches across Swindon to organise visits, preparing paperwork and subsequent reports
5. Maintain contact details of clergy and preachers 
6. To form relationships and assist in good communication with clergy in Swindon, other office-holders and the Church of England office for the area in Bristol 
7. Liaise, co-ordinate and share information with others, as appropriate
8. Prepare and submit expenses for the Area Dean team 
9. Deal with internal and external enquiries, prioritising and actioning incoming mail/email/telephone calls

10. Attend meetings/events and perform other such duties appropriate to the post that may from time-to-time be requested
11. Produce leaflets and advertising for events, as appropriate

12. To undertake other tasks that may be reasonably requested, including some parish tasks at Dorcan church which enable the Area Dean to focus on her duties
GENERAL NOTES

The postholder will be expected to be sympathetic to the Christian objectives and ethos of the Church of England and sensitive to the full range of traditions within Swindon
This is a description of the job as it is constituted at the effective date shown.  It is our practice to periodically review job descriptions, update them and ensure that they relate to the job performed, or to incorporate any proposed changes.  

CONTINUAL IMPROVEMENT

We want all our people to have good working experiences with us and we seek to continually improve our working systems and arrangements.  We welcome and encourage new ideas and suggestions about what we can do better

SAFEGUARDING

We are committed to safeguarding, safer recruiting practice and promoting the welfare of children, young people and vulnerable adults and expect all staff and volunteers to display appropriate conduct and share this commitment . You will be expected to report any concerns relating to the safeguarding of children, young people or vulnerable adults in accordance with agreed procedures. 
