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Parish Support TEam ASSISTANT
Parish Support (July 2019)
Job Description
Responsible to:
Parish Support Adviser 



With close functional links to the Office Services Manager
Context:


The Parish Support team brings together a range of areas of work including: 

1. Common Mission Fund support

2. Synodical Governance

3. Stewardship

4. Clerical Registry

5. Property

6. DAC

7. Pastoral

8. Office services and the Old Alresford Place Conference & Training Centre
The configuration of the team is designed to recognise that all the areas of work have the same basic purpose – to support good management and compliance at every level of our diocesan structures in order to create a strong foundation on which mission and ministry can be built. As well as seeking to reduce the heavy burden (both in terms of time and finance) that statutory requirements can place on parishes and volunteers, the team looks to develop creative new ways of working, growing the gifts and opportunities that exist across the diocese.

Main Purpose:

As a member of the Parish Support Team, to provide comprehensive and proactive administrative support to colleagues across Team with a particular focus on maintaining and updating the central diocesan database, and supporting the work of the Mission & Pastoral Committees.
Hours:
35 hours a week 

Salary:
Spine Point 2
Responsibilities and Purpose:
Diocesan Database System
1. Under the direction of the Parish Support Adviser, to assist in the management and updating of the central diocesan database, working with colleagues across the Diocesan Team to ensure information is accurate and maintained in line with the provisions of the GDPR. 
2. As directed by the Parish Support Adviser, to work with colleagues to develop the functionality and scope of the database, identifying potential areas for improvement.
3. As requested, to assist in producing reports from the database and collating data for use by members of the Diocesan Team and Bishop’s Staff Team.
Pastoral Planning
4. To support the Parish Support Adviser in carrying out the administrative functions associated with the operations of the Mission & Pastoral Committees. 
5. As directed by the Parish Support Adviser to assist in the preparation of agendas, paperwork and for meetings of the Southern & Northern Archdeacon Mission & Pastoral Committees. 
6. Under the direction of the Parish Support Adviser, to run the administrative aspects of  consultation processes relating to pastoral schemes and suspensions of presentation in line with current legislation and Practice Guidance.
7. To maintain and update detailed schedules of suspensions, ensuring critical dates and deadlines are met and continually reviewed.
8. As directed by the Parish Support Adviser to update the Archdeacons, Deanery leadership team and the Head of Operations on the progress of all pastoral schemes and orders. 
Team Support
9. To liaise closely with the Receptionist to provide cover for reception duties as required, assisting with the welcoming guests, taking bookings and directing general enquiries for the Diocesan Office and conference centre. 
10. To support the collation and design of the regular Parish Support newsletter, distributing it electronically to agreed post holders and volunteers.
11. To support colleagues in the Parish Support Team in their running of training days, meetings and workshops. To identify external venues (when required) prepare delegate packs, publicise events and managing bookings.  Under the direction of the Office Services Manager in conjunction with event organisers, to attend some meetings out of the office if required to provide administrative support.

12. To assist in preparing rooms for any events or meetings run by the Team, ensuring necessary facilities and catering are in place.
13. As team assistant to proactively provide general administrative support to members of the Parish Support Team.
14. To undertake other tasks as may reasonably be required by the Head of Operations or Chief Executive.
Person Specification 
1. Excellent IT skills and ability, with detailed experience of utilising all standard Microsoft Office packages and a variety of databases;

2. Confident operating within complex administrative and governance structures with a understanding of the importance of adhering to processes and policies. Proven experience and ability in supporting committees.
3. Superb customer service skills, able to offer confident support and advice to a range of people and contexts.
4. Comfortable working across diverse areas of responsibilities, able to priorities and balance competing requirements and requests. 

Notes:

The following general principles should be observed:

a. This role will be based at The Diocesan Office, Old Alresford Place (Diocese of Winchester). 

b. Some evening and weekend work may be required for which time off in lieu is given subject to policy.
c. As the post holder will occasionally be required to travel about the diocese, sometimes outside usual business hours and to remote locations, having access to one’s own transport will be essential.
d. The role has close functional links to the post of Receptionist, with both post holders being expected to be able to cover and support each other’s roles as required. 

e. Some manual handling is required in this role and full training will be provided.
f. The role is offered on the basis of the role holder having a right to work in the UK. 

g. Employer will be The Winchester Diocesan Board of Finance. As such the role is under the leadership of the Chief Executive Officer. WDBF policies and procedures are directly applicable to the role. WDBF Employee Terms and Conditions apply.

h. This job description and person specification is not an exhaustive list of tasks and responsibilities. 
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