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JOB DESCRIPTION AND PERSON SPECIFICATION
	Job Title
	Executive Assistant – full-time 35 hours per week

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

	Section/Team
	Central Executive 

	Reporting to
	Chief Operating Officer (COO)  with dotted line to The Dean


	Reporting to job holder
	Receptionist position (2 x part-time staff)

	Date of issue
	May 2026


	Overall Purpose of Post

	The Executive Assistant (EA) will provide high-level, confidential, and proactive support to both the Dean and the COO.   This pivotal role requires a trusted thinker who can bring curiosity, ambition and a positive, solutions-focused attitude.  Someone who not only responds to needs but actively looks ahead and helps the Cathedral grow and adapt.   The EA will act as a bridge between the Dean, COO, Chapter, SET, CLT, staff, volunteers, and external partners protecting time to enable strategic thinking and execution, maintaining focus, and enabling effective decision-making.



	Health and Safety

	It is a general duty of all Cathedral staff to ensure they are familiar with the Health and Safety Policy and to adhere to it at all times.


	
	Responsibilities and Accountabilities 
	Nature and Scope of Role 

	1
	To provide high level strategic and executive support to both The Dean and the COO


	· Act as a trusted partner to the Dean and COO, anticipating needs and ensuring priorities are addressed proactively

· Provide high level support with agendas, briefing notes, reports, correspondence and decision papers

· Assist with governance and confidential decision-making processes and chapter interactions, ensuring documentation and follow-up actions are completed.
· Serve as a sounding board for senior leaders, always maintaining professionalism and discretion

	2
	To Provide professional and personal scheduling 
	· Manage complex professional and personal calendars for The Dean and COO, coordinating meetings, calls and events to support key outcomes
· Plan and prepare agendas, ensuring information flows efficiently and decisions are supported.

· Collate papers

· Handle travel arrangements, including transportation, accommodation, meals and itineraries

· Oversee client, donor, and stakeholder interactions with tact and professionalism.

	3
	To provide administrative & operational support
	· Administrative and operational support including drafting papers, spreadsheet creation, filing and database maintenance on Beacon (CRM) and Citation (HR and H&S)

· Organize team communications, internal and off-site events, and staff meetings

· Maintain strict confidentiality in all materials and communications

· Ensure smooth daily operations by managing logistical needs, office systems and information flow

	4
	To provide excellent communication & relationship management
	· Act as the first point of contact for internal and external stakeholders, representing the Dean and COO with diplomacy and professionalism
· Coordinate communications across departments, ensuring clarity and alignment with organizational strategy and KPIs

· Assist with preparation of presentations or other materials for external engagements

	5
	To line manage the Receptionist position/s
	· To over see the budget for admin and stationery.

· To oversee the effective and efficient facilities administration ensuring best value for money eg office stationery, photocopier and office kitchen provisions, organization of recycling and central First Aid ordering

· Reporting photocopier faults to the service provider and ensuring these are attend to in a timely manner



PERSON SPECIFICATION

	Attributes
	Essential
	Desirable

	Knowledge & Experience
	· Experience of working at executive assistant level supporting CEO / senior leaders within a high profile, fast paced environment
· Previous experience of dealing with sensitive and challenging situations

· An advanced knowledge of all Office 365 functions eg Word, Excel, PowerPoint, SharePoint & Outlook
	· Event management experience 

· Experience of using CRM, HR and H&S systems (training will be given)

	General
	· Be in sympathy with the aims and ethos of the Cathedral and Church of England

· To offer high quality customer service 

to all colleagues and visitors

· A high degree of confidentiality and flexibility
	

	Personal Qualities


	· Professional. highly organised and ability to manage complex workload with multiple deadlines
· Excellent interpersonal skills, friendly and welcoming

· Patient

· Active listener, both face to face and over the phone

· Ability to work independently and as part of a team

· Able to follow defined duties but capable of using initiative

· Respectful of people of all backgrounds and cultures

· Meticulous attention to detail


	

	Qualifications and Training
	· Good general standard of education, including GCSE English and Maths or equivalent
	Appropriate Administration, project management or IT qualifications
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