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PARISHES OF RYTON AND WINLATON AND 
AREA DEAN OF GATESHEAD WEST AND PARISH OF GREENSIDE
PART TIME PERSONAL ADMINISTRATOR (PA)

Job Description
The PA will individually report, as applicable to:

· The Revd Canon Tom Brazier, Area Dean of Gateshead West and vicar of Greenside Parish

· The Revd Alison Stewart-Smith, Rector of the Parishes of Ryton and Winlaton

on a flexible, part-time, self-employed basis, supporting both ministries. This post requires the ability to work in an environment where multi-tasking, self-motivation and discretion are essential.

	Parishes of 
Ryton and Winlaton
	Area Dean of Gateshead West 
and Parish of Greenside

	Purpose of the role

	· Support to the Rector, acting as first point of contact for queries. 

· Assist with diary management.

· Ensure other admin tasks are completed in a timely and effective manner.
	· Support Tom in his role as Area Dean and Vicar of Greenside Parish, assuming responsibility for administration tasks, as directed.

	Key Relationships

	· The Rector
· Internal: Parish Officers including churchwardens, Treasurers, PCC Secretaries, Safeguarding Officers); other ministers; volunteer members of baptism teams, pastoral teams, choirs and musicians.
· External: relevant diocesan officers, Area Dean, local ministers, Archdeacon’s office, funeral directors, schools and other relevant groups.
	· The Vicar 
· Internal: Churchwardens during an interregnum or when the vicar is on annual leave; Church Secretary; Greenside Parish PCC.
· External: relevant diocesan officers, local ministers, Archdeacon’s office and other relevant groups, such as funeral directors and local authority officers;


Applications
To apply for this position, please complete the application form attached. The deadline for applications is the end of 16 May 2025. Interviews will take place at the Church Office in St Paul's Church Hall, Scotland Head, Winlaton, Blaydon-on-Tyne, NE21 6PL at a mutually agreeable time.
Terms and Conditions


· Ten hours a week, supporting Alison and five hours a week supporting Tom, distributed flexibly across Monday to Friday, understanding that some hours must be worked on Friday to ensure all is in order for weekend activities. There may be the possibility of additional hours occasionally.

· Mainly based in the church office in Winlaton Church Hall, with occasional working elsewhere e.g. Ryton Parish, Greenside Parish or home-working.
Pay will be £13 to £15 per hour, depending upon experience, based on 15 hours per week, payable in arrears, by bank transfer, at the end of each month. Any overtime needs to be agreed in advance and will be paid at the agreed hourly rate.
Leave Leave will be 6 weeks (i.e. 90 hours) per year. Leave should be arranged in advance with both clergy, bearing in mind the particular demands of their roles and preparation for major church festivals. Sick leave is in accordance with statutory sick pay.
Probationary period There will be a three-month probationary period. During the probationary period one week's notice of termination of work will be required on either side.
Notice After the probationary period notice is one month for either party.
Equality, Diversity and Inclusivity
The Church of England’s aim is to treat all workers equally irrespective of race, sex, sexual orientation, religion, disability, age, gender reassignment, marital status or ethnic origin. 
Safeguarding 
If at any time you see or hear anything that could suggest a safeguarding risk or have any other reason to be concerned, this should be reported immediately to the Parish Safeguarding Officer. 
The Church is committed to safeguarding and promoting the welfare of children, young people and vulnerable adults. All post holders and volunteers are expected to share this commitment. 
JOINT DUTIES AND RESPONSIBILITIES - OCCASIONAL OFFICES



· First point of contact for enquiries about baptisms, weddings and funerals, providing basic information, initiating appropriate follow up e.g. signposting to relevant co-ordinator.  

· Follow through booking and preparation processes in a timely manner, liaising with the relevant co-ordinator and/or churchwardens.

· Book and inform ministers as required, including clergy, musicians and bellringers.

· Ensure all occasional office details are recorded in Life Events Diary, for accurate completion of registers and returns. 

· Prepare invoices as required. Record payments
MAIN DUTIES - AREA DEAN OF GATESHEAD WEST AND PARISH OF GREENSIDE
· Administer Tom’s diary by arranging appointments and setting up meetings.

· Act as a first point of contact for Tom’s correspondence, including e-mail, telephone calls, prioritising them as necessary.

· Provide administrative support for Tom as Area Dean, including arranging cover for parishes in vacancy, chapter meetings and other matters.

· Arrange weddings, baptisms, funerals in consultation with Tom as vicar and relevant third parties, managing fees for the Diocesan Board of Finance (DBF).

· Deal with statutory documents, including diocesan returns, registers, faculties, certificates and applications, ensuring that church records are kept up to date.

· Co-ordinate the production of the parish's Annual Report book in preparation for the Annual Parish Church Meetings (APCM).

· Arrange quinquennial inspections for St John’s Church, Greenside and Church of the Holy Spirit, Crawcrook.

· Make grant applications.

· Provide administrative support for Safer Recruiting.

· Manage inspections and projects for our three buildings, which include St John's Church Hall.

This list of tasks is not intended to be exhaustive and will include other duties and projects commensurate with the post.
MAIN DUTIES - PARISHES OF RYTON AND WINLATON
· Provide first point of weekday contact by telephone and email, aiming to acknowledge within 24 hours, recording date/time of receipt and details of follow up action.

· Managing diary bookings in liaison with key officers in the parishes and other stakeholders, ensuring communication is appropriate and timely.

· Ensure timely and accurate completion of routine administrative tasks.
Database management
· Establish and maintain a shared calendar for both churches.

· Manage and update ‘iknowchurch’ database’ (including life events calendar).

· Maintain, update and review the website, social media page and ‘A Church Near You’ for both churches on a regular basis.
Occasional Offices 

· First point of contact for enquiries about baptisms, weddings and funerals, providing basic information, initiating appropriate follow up e.g. signposting to relevant co-ordinator.  

· Follow through booking and preparation processes, ensuring the steps are completed in a timely manner, in liaison with the relevant co-ordinator and/or churchwardens.

· Book ministers as required including clergy, musicians and bellringers, informing them of requirements.

· Ensure all occasional offices details are recorded in Life Events Diary, enabling accurate information for completion of registers and returns. 

· Prepare invoices as required. Record payments
OTHER MAIN DUTIES


· Worship. Prepare and distribute worship rotas, in consultation with churchwardens.
· Publicity. Publicise events on social media, website, weekly notice sheets, posters and other media. Print and distribute posters where required
· Filing Systems. Establish and maintain physical and online filing systems, including documents and resources
· Statutory Returns. Assist in their completion, including Statistics for Mission, Energy Footprint return, DDBF fees return.
· Service Sheets. Assist in their preparation, including reformatting and printing.
· Expense Claims. Assist in completing and submitting (at least quarterly).
· Resources for Schools and Children. Assist in producing resources where required.
· GDPR. Work within the parameters of data protection legislation (GDPR), including disposal of outdated paperwork, in line with Church of England guidance of ‘Keep or Bin it’. Understand and exercise appropriate confidentiality.

And other such other duties as may be required within the overall scope of the post
JOINT PERSON SPECIFICATION


· Organised, able to work on own initiative, liaising with a variety of stakeholders, respecting boundaries, managing expectations and needs.

· Good team player.

· Self-motivated with high standards.

· Flexible and adaptable.

· Excellent oral and written communication skills.

· Able to manage targets and deadlines, meeting compliance requirements.

· Able to follow instructions, yet show initiative and work independently, knowing when to seek guidance or assistance.

· A warm and engaging manner, able to relate well to people internally and externally. 

· Good IT skills including Microsoft 365, databases. 

· Understanding of parish life and ministry in the Church of England (essential).

· Experience of working as a PA desirable.

· Experience of working in complex environments.

· Experience of working with volunteers, perhaps in a church/charity setting.

· Beneficial to have a knowledge of the workings of the Church of England. 
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