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JOB DESCRIPTION  

 

JOB TITLE:    ARCHDEACON’S  PA  

 

EMPLOYER:   SHEFFIELD DIOCESAN BOARD OF FINANCE  

 

RESPONSIBLE TO:  ARCHDEACON OF SHEFFIELD & ROTHERHAM  

 

RESPONSIBLE FOR:  N /A  

 

The Diocese of Sheffield is called to grow a diverse network of Christ -like, 

lively and sustainable Christian communities in every place which are 

effective in making disciples and in seeking to transform our society and 

God’s world.  

 

MAIN PURPOSE OF THE ROLE  

 

To assist the Archdeacon in their role of the delivery of the Diocesan 

Strategy by providing secretarial and administrative support.  

 

MAIN DUTIES & RESPONSIBILITIES  

 

1. P RO V ID ING  E FF ICIE NT  S UP PO RT  TO  T H E  AR C H D EA C ON  

 

• Advanced  p la nn ing and  ma n ag em ent of the  A rc h d eac on ’s d iary 

• Rece ivin g , tria g in g an d , whe re ap p rop ria te, resp ond in g to  em ails 

sent d irect ly to  the A rch d eac on ’s in b ox. 

• Act as in itia l c on tac t-p oin t for  a ll en q u iries to  the  A rc h d eac on  via  the  

O ffice, ha nd lin g  a w id e ran g e o f te lep h on e en qu iries w ith  

c on fid en c e, d ip lo m a c y, an d  tact  – an sw erin g qu estion s d irect ly or 

p ass in g them  on  to  the  A rc h dea co n  or other  ap p rop riate sou rc e of 

inf orma tion.  

• O rg an is in g the  rec ru itment p roc ess  for c lerg y ap p oin tments  in  the  

Sheffield & Rotherham arch d eac o n ry, in c lu d in g a rran g in g the  

n e ce ssary mee tin gs , sen d in g for ref e renc es , lia is in g w ith  the  

B isho p ’s O ffice  an d  p rovid in g a ll req u ired  p ap e rs f or the  A rc hd eac on 

and  p an e l mem b ers. 
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• P rep arin g pa p ers for meet in g s and  ma in ta in in g an  ef fic ient  sy stem 

fo r track ing pa p ers .  

• A ss ist in g the  A rchd ea co n  w ith  ad m in istration  re la tin g to  sen sitive 

an d  c on fid ent ia l safe g ua rd in g a n d  d isc ip lin ary mat ters . 

• De alin g p rom p tly w ith  a ll in c om ing c orresp ond e n ce  an d  d raftin g  

rep lies . 

• O p en in g a n d  a llocat ing in c om in g  p ost and  dea ling w ith  let ters 

w he re ap p rop ria te . 

• Typ in g  let ters , rep orts , in v ita tion s, serm on s, a rtic les  as  req u ired.  

• Arranging meetings and Churchwardens’ conferences and 

producing documentation ensuring that the costs remain within 

budget.  

• A rran g in g a n d  ad m in ist rat in g maj or a rch id iac on al  func tion s su c h  as 

A rt ic les of E n q u iry, An n u al  A dm iss ion  to  O ffic e  of C h u rch wa rde n s, 

P a roc h ial V is ita tion s, Min ist eria l De velop ment  Re vie ws , an d  

Ch u rc h wa rd e n  Co n fe ren c es . 

 

2. PROVIDING EFFICIENT SUPPORT FOR THE DIOCESAN MISSION & 

PASTORAL COMMITTEE AND MANAGING THE PASTORAL SCHEME 

PROCESS  

 

• Preparing papers, organising speakers and drafting the agenda for 

the DMPC.  

• Writing up minutes . 

• Working alongside the chair of the DMPC and with the Bishop’s 

office to progress actions from meetings.   

• Preparing draft proposals and associated paperwork.  

• Managing and progressing pastoral proposals and schemes with the 

Church Commissioners and other interested parties.  

 

3. G E N E RA L  R U NNING  OF T H E  A R C H D E AC ON S ’ OFFI C E  

 

• Be  in vo lved  w ith  the  mana g em en t of the  A rc h d ea c on s ’ O ffic e , its 

system s, rec or d s a n d filin g . 

• Re sp on sibl e  fo r w elc om in g vis itors a nd a rran g in g  ref reshment s  and 

me et in g rooms as n ece ssary. 

• A ss ist in g in  ke ep in g  the  o ffice  tid y a n d  that a ll n ec essary e qu ip ment  

is ac q u ire d  an d ma in ta in ed.  
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• Re sp on sibl e  fo r a ss ist in g in  the  u p ke ep  o f a ll p a per  an d  

c om pu te rised  filin g sys tems , inc lu d ing c om p lianc e w ith  d ata  

p ro tec tion  leg is lat ion  an d  arc h ivin g o f p a p ers as ap pr o p ria te. 

• Re sp on sibl e  fo r k eep in g o ffice  rec ord s up  to  d ate a n d  p rop erly 

arc h ived.  

• Coordinating with HR, Finance and Archdeacons when notified of 

clergy sickness, ensuring that doctor’s notes are appropriately 

recorded and filed.  

• To b e p resent at  d es ig nated mee tin g s , as req u ire d , to  ta k e 

no te s/m in ut es . 

• Re sp on sibl e  fo r track in g c lerg y s ic kne ss and  en su ring that H R,  

F in anc e a nd  A rch d ea c on s rece ive c op ies of  s ick n otes  and  are  kept 

in formed  of absence s . 

• Ma in ta in ing g oo d  w ork in g  re lat ion sh ip s w ith  oth e r C hu rc h  H ou se 

Staff  an d  th e adm in ist rat ors/PAs f or th e B ish op  of S h effie ld  an d  the 

B ish op  o f D onc ast er. 

• Processing grants, expenses and fee claims in consultation with the 

Archdeacon.  

• Authorising annual leave requests for AATEs on behalf of the 

Archdeacon.  

• To provide cover for reception at lunchtime and occasionally for 

holidays  when required.  

• U nd erta k in g a n y oth e r d ut ies that a re  c omme n su rate  with the role.  

 

 

 

 

 

This role description provides a guide to the duties and responsibilities of 

the post and is not an exhaustive list.  The post holder may be asked to 

undertake any other relevant duties appropriate to the post.  The role 

description will be amended over time, in full consultation with the post 

holder, to meet the needs of the Diocese.  
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PERSON SPECIFICATION: PERSONAL ASSISTANT ( PA ) TO 

ARCHDEACON’S OFFICE  

 

CRITERIA  ESSENTIAL  DESIRABLE  

Qualifications

/Key 

Attributes  

• A good standard of 

general education is 

required (minimum 

GCSE Level English or 

equivalent).  

• Secretarial 

qualifications or 

equivalent work 

experience.  

 

 

Experience  • PA and administrative 

experience reporting to 

a senior manager.  

• Experienced in dealing 

with people at all levels.  

• Experience of working 

in a complex 

organisation.  

 

• Experience of 

administering 

parochial appointment 

processes.  

• Conference and/or 

large event planning 

and administration.  

• Experience of drafting 

pastoral schemes and 

the work of the DMPC.  

Skills & 

Knowledge  

• Ability to administer 

office systems and 

procedures for senior 

managers.  

• Excellent 

communication skills 

combined with a 

friendly telephone 

manner, showing 

diplomacy, courtesy 

and firmness as 

appropriate.  

• Typing/Word 

Processing skills 

(including audio) to 

RSA III required.  

• Proficiency with 

Microsoft office 

including spreadsheets 

and databases.  

• GDPR and Data 

Protection legislation.  

• Understanding of, and 

interest in, the ministry 

and responsibilities of 

the Archdeacons, and 

their role in helping to 

lead the Diocese.  

• Knowledge of the 

Church of England at 

Parish, Deanery and 

Diocesan levels.  
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• Planning and 

organisational skills.  

• Minute taking skills.  

• Ability to draft letters 

and other documents.  

• Able to deal with 

people at all levels.  

• Ability to prioritise 

effectively.  

• Well -presented work 

with a meticulous eye 

for detail.  

• Ability to show initiative 

and work with minimal 

or no supervision.  

• Ability to work calmly 

under pressure and 

meet deadlines.  

 

Personal  • Ability to work confidently 

on own initiative and to 

work closely with the 

requirements of the 

Archdeacon.  

• Ability to maintain a 

high degree of 

confidentiality.  

• Well -organised and 

methodical.  

• Sympathetic to the 

ethos and objectives of 

the Church of England 

and the Diocese of 

Sheffield.  

• Sympathetic listener.  

 

 

Please note this role may be subject to a Basic DBS check in accordance 

with Safer Recruitment and Safeguarding provisions. For further 

information, please do not hesitate to contact the HR Team at 

HR@sheffield.anglican.org   

 

Last updated June 2026  
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