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Job Description and Person Specification

	Job Title
	PA to the Residentiary Canons and Liturgy Officer (Part-time) 24 hours per week

	Salary Grade
	
Salary Band 7 (£28,810 - £33,514) per annum pro rata


	Section / Team
	Executive 

	Reporting to
	
Canon Precentor


	Reporting to the job holder
	
None


	Date of issue
	November 2026



	Overall Purpose of Post

	
The role of Personal Assistant to the Residentiary Canons will be to provide effective administrative support to enable their complex and demanding roles as a members of Chapter, Executive Trustees and members of the Senior Executive Team. They will promote effective communication and collaborative working across the organization, between cathedral colleagues, within the networks of the church and with external partners and stakeholders in city, county and diocese. As Liturgy Officer, to support the ministry of the Canon Precentor in his responsibility for cathedral worship by providing high level administrative support. 




	General Duties

	General duties of all Cathedral staff include:

· Retain focus on the Cathedral’s Operational Plan and strategic priorities.
· Comply with Health & Safety and Cathedral policies at all times.
· To ensure the highest standards of safeguarding children and vulnerable adults
· To always treat everybody with respect and embody the Cathedral Culture Charter 
· Undertake appraisals and personal and professional development
· Undertake any other reasonable duties appropriate to the role 





	
	Responsibilities and Accountabilities
	Nature and Scope of Role

	1
	Diary management
	· Proactively manage the canons’ diary including scheduling meetings and long-term tasks, preparation time, resolving diary conflicts and ensuring the canons are well prepared for all engagements both internally and externally, including travel, accommodation and itineraries

	2
	Enquiries and communication management
	· Screen and prioritise incoming enquiries and communications and where relevant, responding directly on behalf of the canons or drafting replies for their review.

	3
	Meeting support
	· Organise and prepare internal and external meetings, including agenda setting, taking minutes, notes and following up on relevant actions items.

	4
	


Service coordination
	· Act as the first point of contact for all queries concerning services in the Cathedral (including baptisms, weddings and funerals),
· sending out initial responses and policies as required,
·  arranging diary appointments,
·  updating operational plans and ensuring invoices are issued correctly.

	5
	Liturgy administration
	· Produce for the Precentor’s approval, print and distribute orders of service. 
· Plan ahead for services throughout the year.

	6
	Rota management
	· Produce and maintain accurate clergy and lay rotas for worship, using the cathedral’s chosen software package.

	7
	Congregational Roll
	· Maintain up-to-date information on the Congregational Roll, using our IMS ‘Beacon’.










PERSON SPECIFICATION
	Attributes
	Essential
	Desirable

	Knowledge, Skills & Experience
	· Excellent organisational skills
· Excellent knowledge of Microsoft office, to include Outlook, Word, Excel, SharePoint, PowerPoint and Teams.
· Knowledge of Anglican liturgy
	· Basic graphic design, training will be given 



	General
	· Be in sympathy with the aims and ethos of the Cathedral.
· A high degree of confidentiality, and flexibility.
· A willingness to deal helpfully and pleasantly with a variety of people
	

	Personal Qualities
	· Prepared to work hard to meet deadlines; 
· Able to work on own initiative and as part of a team
· Professional, friendly and welcoming, both face to face and on the telephone;
	

	Qualifications and Training
	· Good general education, including GCSE English and Maths or equivalent.
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