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October 2007

Dear Applicant

PERSONAL ASSISTANT TO THE DEAN AND CHIEF EXECUTIVE

Thank you for your interest in the post of Personal Assistant to the Dean and Chief Executive at Truro Cathedral.  I am pleased to enclose the following information regarding the post:

1. Job Description

2. Person Specification

3. Terms and Conditions

4. General Infor`mation about the Cathedral and the Post

5. Application Form & Equal Opportunities Monitoring Form

The closing date for Application Forms is 12 noon on Friday 26th October 2007.  Shortlisting will take place on Monday 29th October and Interviews will be held on Monday 5th November 2007. A short ICT test will form part of the interview process.

Interested applicants are welcome to visit the Cathedral and Office prior to making a formal application.  If you wish to take advantage of this, please do not hesitate to contact me.  Similarly, I will be happy to answer any questions relating to the post.

I look forward to receiving your completed Application Form.

Yours sincerely

Neil Parsons

Chief Executive

APPLICATION FORM: PA TO THE DEAN & CHIEF EXECUTIVE

1. Personal details

Name:

Address:

Do you require a work permit for employment in the UK? (Y/N)

Phone: (daytime)

Phone: (evening)

Can we contact you at your daytime phone number? (Y/N)

E-mail:

Are you available for interview on notified dates? (Y/N)

If successful, how soon would you be able to start?

Where did you see this post advertised?
2. Education/training

Please fill in all your relevant education and training in full, including the establishment where you obtained qualifications.  Include details of non-accredited short courses. Use a separate sheet if necessary
College/School etc

Subject/training

Level
Date gained
3. Current employer

Name and address:

Position/s held:

Full time or part time?

Date employment commenced:

Present salary:

Number of days absent in the past year due to illness or health problems:

Brief outline of duties/responsibilities:

4b. Any voluntary experience that may be relevant:

5. Your skills and experience:

Please use this section to comment on your qualifications to meet our person specification.  Please supply separate sheet/s using precisely the same headings as in the person specification including both essential and desirable criteria. 
6. References

Please supply details of two referees.  One should be from your current or most recent employer.  The other should be an independent professional rather than personal contact. 

Please tick here if you do not wish us to take up references with your employer before the interview:  

Referee name

Job title/contact details                     Relationship to applicant
1. 

2. 
Declaration

I certify that the information I have given on this application form is accurate and correct to the best of my knowledge. I consent to Truro Cathedral checking any of the details on this form. I understand that the supply of inaccurate or incorrect information, or omission of any material information from this application form, may result in the withdrawal of any offer of employment, or termination of employment.

Signed

Date

Thank you for taking the time to complete this application
Equal Opportunities Monitoring Form

Truro Cathedral aims to be an Equal Opportunities employer and in particular aims to ensure that no potential or actual employee receives more or less favourable treatment on the grounds of age, race, colour, ethnic or national origins, gender, marital status, sexual orientation, disability or impairment, income, education, religious beliefs or cultural heritage.

You are not under any obligation to complete this questionnaire, but it will help us with the task of monitoring how accessible our advertising and recruitment is.

This page will be separated from your application form on receipt and not linked in any way to it. The information it contains will be used for statistical purposes only. You may choose to answer only some of the questions.

Post applied for:

	


Please tick the appropriate box in answer to the questions below

Gender
Female 
Male 

Age
Less than 25       25-34         35-44        45-64          65+      

 How would you describe your race or cultural heritage?

African 

Asian 

European 


Cornish 

Other 

If ‘other’, please specify …………………………………………………

Do you have a health problem or disability?  YES          NO 

If ‘yes’, are you registered disabled?
YES          NO   

Please specify how you found out about the position for which you are applying:

	


Thank you for your assistance.
GENERAL INFORMATION ABOUT THE CATHEDRAL AND THE POST 

Truro Cathedral – Present and Future

Compared with many cathedrals Truro does not have a long history. A parish church has stood in the middle of the city since the 12th century and one aisle of that is incorporated into the present building, which dates from the late 19th century. 

However Truro Cathedral does lie at the heart of a bustling city. There is no mediaeval close to separate it from everyday life. Just beyond the west doors lies the commercial and shopping centre, which has the effect of making access to the Cathedral easy.

Truro Cathedral provides an oasis of peace and calm where those who enter can be still, light a candle, write down a prayer request, browse in the shop or take refreshment in the restaurant. It is the mother church of the Diocese of Truro, as well as being a building used by the whole community.

This is an opportunity to join an organisation bustling with new ideas and plans for its outreach and mission to the County of Cornwall and beyond.  
Background to the post

The post is available from the beginning of January 2008, following the retirement of the current postholder, Mrs Pam Miller.  

The Cathedral Offices are located at 14 St Mary’s Street Truro.  The Cathedral uses Microsoft Word, Access, Excel and Publisher in its administration. Microsoft Office is used for diary management.

The Personal Assistant to the Dean and Chief Executive will join an administration team comprising:

Martin Welton

Accounts Manager

John Williams

Accounts Assistant

Jane Reed 

Facilities Manager

Colin Reid

Communications Officer

Ann Butcher

Worship Co-ordinator

Julie Brigden

General Assistant

Anne-Marie Rickard
General Assistant

The team is small and all members are flexible in their approach to ensure that the needs of the Cathedral are met and that everything functions smoothly.

How to apply for this vacancy

Please complete the application form supplied. Your application will be assessed according to your fit against the essential criteria shown in the person specification and then the desirable criteria. Remember that you can include not only experience gained in paid employment or self-employment, but also relevant experience and skills gained in voluntary work, domestic/family duties etc. We cannot consider a CV as an application, although supporting materials can be accepted.

We actively encourage the submission of this application by email. If you are completing the application form on paper, please use black ink to help us photocopy it; add whatever supplementary forms you see fit. 

If you are completing the form electronically, please take whatever space is necessary for your replies; you can add any supplementary files as attachments. Please save files as RTF (Rich Text Format).

The Closing Date for Applications is 12 noon on Friday 26th October 2007.  Applications should be addressed to the Chief Executive, Truro Cathedral 14 St Mary’s Street, Truro, TR1 2AF 

email address chiefexecutive@truocathedral.org.uk
Shortlisting will take place on Monday 29th October 2007.

Interviews will be held on Monday 5th November 2007.  Interviews will consist of a meeting with the Dean and Chief Executive to give an overview of the role and the Cathedral, a short tour of the Cathedral and its offices, an opportunity to meet staff, a short ICT test and a formal interview.

Once an appointment has been made, we will notify all applicants making a formal application.
JOB DESCRIPTION

Job Title:

Personal Assistant to the Dean & Chief Executive

Responsible to:
The Dean and Chief Executive

Hours of Work:
35 hours per week, Monday to Friday (excluding 1 hour lunch break)
Overview:

The principal purpose of the Personal Assistant is to provide a confidential and professional support service to:

a. The Dean who is the principal dignitary of Truro Cathedral and as Chairman of the Chapter governs and directs the life of the Cathedral

b. The Chief Executive who is responsible for finance, human resources, fundraising, property and estates and the Cathedral Shop and Restaurant

Principal Tasks – for the Dean

· To act as the first point of contact for the Dean 

· To provide excellent secretarial support, including report writing, presentations and preparation of material and papers

· To effectively handle and prioritise queries, emails and other correspondence.

· To maintain effective channels of communication with the Chief Executive, principal members of the cathedral clergy, their support staff and the Bishop’s office

· To co-ordinate all travel and meeting arrangements and process expense claims and credit card statements

· To provide pro-active diary management ensuring accuracy of timings and using good logistical and time management skills to make best use of the Dean’s time

· To ensure that key dates from the Cathedral Diary are entered into the Dean’s diary

· To accurately take, type up and distribute minutes from meetings, including the College of Canons and the Annual Cathedral Meeting

· To ensure that all papers for meetings are obtained and collated at least 48 hours before a meeting, reading the agenda and briefing the Dean if preparation is required

· To arrange external preaching/speaking engagements and obtain background information

· To co-ordinate and execute internal and external hospitality events including bookings of venues and catering

· To diarize sermon writing time

· To maintain and update Access databases for business and personal contacts.

· To deal efficiently with any of the Dean’s personal requirements

· To ensure that the Dean is aware of all installations of Rural Deans and more senior members of the clergy, including instructions for robbing

· To continually maintain and improve quality

Principal Tasks – for the Chief Executive

· To act as the first point of contact for the Chief Executive

· To provide excellent secretarial support, including report writing, presentations and preparation of materials and papers

· To effectively handle and prioritise queries, emails and other correspondence

· To maintain effective channels of communication with the Dean, principal members of the Cathedral Clergy, Cathedral Staff and Volunteers and the Directors of Truro Cathedral Limited

· To provide pro-active diary management ensuring accuracy of timings and using good logistical and time management skills to make best use of the Chief Executive’s time

· To ensure that key dates from the Cathedral Diary are entered into the Chief Executive’s diary

· To distribute agendas, minutes and papers for meetings

· To deal efficiently with any of the Chief Executive’s personal requirements

· To assist with the administration of HR functions; staff recruitment, contracts of employment, appraisal, CRB checks, recruitment of Cathedral Volunteers, setting up training courses, etc

· To undertake small research projects

· To continually maintain and improve quality

General

1. To support the smooth running of the Cathedral Office, deputising for General Office Staff with the operation of the Cathedral Switchboard and Car Park Entry System

2. To support the Dean and Chief Executive at all times

3. To attend and participate in training courses as directed 

4. To take part in the Annual Appraisal/Review System

5. To adhere to HR Policy contained with the Staff Handbook

6. To undertake any other reasonable tasks, relevant to the post

PERSON SPECIFICATION

POST:   Personal Assistant to the Dean and Chief Executive

	ATTRIBUTES


	ESSENTIAL
	DESIRABLE

	JOB KNOWLEDGE
	Experience as a personal secretary, preferably working for the Head of an organisation
	

	JOB SKILLS
	Exceptionally organised, efficient and productive with a meticulous eye for detail
	

	
	Diary management using Microsoft Outlook as the management tool
	

	
	Ability to co-ordinate travel arrangements
	

	
	Able to multi-task and re-prioritise work at short notice
	

	
	Capable of building a strong relationship of trust with the Dean, Chief Executive and members of the Executive Team
	

	
	Accurate minute taker
	

	
	Have a professional, confident and courteous manner in dealing with the constituencies of the Cathedral and the general public both by telephone and in person
	

	
	Discreet and confidential with a professional but sympathetic style of communication
	

	EDUCATIONAL QUALIFICATIONS & EXPERIENCE
	
	

	
	Qualification of at least RSA 2  word processing
	

	
	Intermediate/Advanced skills in Microsoft Word, Access and Excel
	

	
	Good command of English Grammar and ability to correspond professionally
	

	
	
	Experience of working in the charities sector

	
	
	Knowledge of the Church of England, particularly previous experience of working for the church in a salaried or voluntary basis

	
	
	Minimum A level standard of education

	
	Experienced in the use and able to work with a Dictaphone 


	

	PERSONAL ATTRIBUTES
	Have a mature and confident approach to their professional responsibilities
	

	
	Be reliable, honest and open in their way of working whilst also being discreet and respecting the confidential nature of the work
	

	
	Be able to cope with the demands and pressures of the post, managing such things with intelligence, common sense and good humour
	

	
	Have a sympathetic and engaging manner when dealing with enquiries or negotiations
	

	
	Be able to deal confidently and successfully with people from all walks of life
	

	
	Be presentable, smart and professional in their dress
	

	
	Be resilient and self motivating, able to be both gregarious and solitary as the need demands
	

	
	Exhibit and understanding of and commitment to the cathedral’s sense of purpose and vision
	


TERMS AND CONDITIONS

Post:


Personal Assistant to the Dean and Chief Executive

Department:

Truro Cathedral 

Key Conditions of Work

Contract:

Permanent/Full Time


Pay:


£17,500 per annum
Holidays:
5 weeks paid holiday per year to be taken at times to be agreed with the Dean and Chief Executive
Hours:


9 a.m. – 5.00 p.m. Monday to Friday 

(with an hour for lunch (unpaid) 1 – 2 p.m.)

Probation:
The post will be subject to a three month probationary period, during which time, either party may give the other one weeks written notice 

Place of work:

The usual place of work is Truro Cathedral Office

Pension:
After six months satisfactory service, the successful candidate will be eligible to join the Church Workers Pension Scheme.  This is contributory; Employer 6%, Employee 3%.

Smoking:

The Cathedral operates a no smoking policy

Medical:

The appointment will be subject to the completion of a Medical Questionnaire

CRB:
The appointment will be subject to satisfactory clearance from the Criminal Records Bureau
Equal Opportunities

Truro Cathedral Limited operates under the principles of Equal Opportunity, insisting on and promoting equality of opportunity and access to all, regardless of age, race, colour, ethnic or national origins, gender, marital status, sexual orientation, disability or impairment, income, education, religious beliefs or cultural heritage. This applies in all we do, including our campaigns and employment practices, membership of committees, all stages of recruitment or selection processes, working practices, conditions of work, and allocation of resources.

4a. Previous employment experience and details





Dates              Name/address                                  Brief description of duties


                       Of employer                                     and reason form leaving


















































