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PA to the Dean of Chester   

The Very Rev’d Tim Stratford will be installed as Dean of Chester on Saturday 8 
September 2018. He will have the responsibility of leading the life and work of the 
cathedral and to share with the Diocesan Bishop and other senior colleagues in the 
oversight of the Diocese of Chester. 
This includes: 

• Being a visible presence in the cathedral, diocese, city and county; 
• Developing the unique missional opportunities available to the cathedral to 

promote the Gospel in the public square in the city, county and region; 
• Ensuring the cathedral is on a solid financial footing and integrating the 

commercial operations into the life of the cathedral; 
• Developing the vision and strategy which define the purpose of Chester 

Cathedral; 
• Taking a leadership role within the diocese, and enhancing relationships with 

parishes, individuals and organisations across the diocese; 
• Presiding over the Cathedral Chapter and with it to direct the life and work of 

the cathedral; 
• Presiding over the College of Canons, working with the Cathedral Council 

and other statutory bodies, and in collaboration with the Chapter to ensure 
sound governance across the cathedral; 

• Exercising responsibility for safeguarding of children and vulnerable adults, 
the provision of pastoral care of survivors, and creating a culture in which all 
will flourish and which is coherent with the safeguarding policies of the 
Church of England. 

The Cathedral Chapter is looking to appoint an experienced PA to support the Dean 
in his ministry. 
The work will be demanding and varied, including tasks that are sensitive and 
confidential, alongside some routine duties.  The Chapter is looking for a person 
with excellent professional, interpersonal and organisational skills who is tactful and 
discreet, self-motivated and flexible. The role would be most likely to suit someone 
who is sympathetic to the developing work of this cathedral, familiar with the 
Christian church, and who would enjoy working in a busy office alongside a range of 
other staff. 



2/5 

Job Description 

Purpose of role: 
The key elements of the Personal Assistant’s role are to support the Dean in his 
work anticipating his commitments across his range of responsibilities and helping 
to prepare him accordingly. 
The main tasks are to support the cathedral’s leadership through: 

• Effective management of the Dean’s diary; 

• General organisational arrangements for the Dean, including travel 
arrangements; 

• Liaising with contacts and acting as the Dean’s representative on the 
telephone, by email and in person; 

• Typing of letters, papers, meeting reports and other documents as 
required, ensuring the highest quality of document presentation at all 
times; 

• Maintenance of a well-ordered filing system, both paper and electronic; 

• Regular liaison with Diocesan staff, Chapter members and cathedral staff; 

• Preparing agendas and taking notes of meetings ensuring prompt and 
accurate minutes as required, but in particular for Governance Meetings – 
this involves liaising with the Chairs of these different bodies; 

• Occasional event organisation and management; 

• Support for the Dean in his responsibilities in the Diocese of Chester and 
the wider church – this requires the ability to support the growth of 
ministry in Chester Cathedral by relating to a wide range of people and 
institutions; 

• Additional administrative support as required; 

• Any other reasonable tasks. 
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Key Challenges 
The job involves:  

• Working for a busy principle officer and managing workloads and time 
commitments according to his needs; 

• The need to act as a communications conduit between the Dean and the 
Cathedral communities, staff and volunteers; 

• Working with a mix of volunteers and staff; 

• The need for flexibility and a calm response to pressurised situations; 

• The need for absolute discretion at all times; 

• The need to work to tight deadlines. 

Working Pattern 
This role is full time and may need some flexibility to meet work demands.  Some 
occasional evening or weekend work may be required. 

Remuneration:  
Salary: £15,000 - £18,500 pa  
Hours:  9am to 3pm daily, with 30 minute break (27.5 hours per week) 
Holidays:  26 days, including bank holidays 
Pension:  5% employer matching plus additional 5% non-contributory   

There is no parking available on site 

Other working patterns or hours may be considered 

Accountable to:  
The Cathedral Executive Director, Carolyn Bruce 
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Person Specification 

 Essential Desirable How 
Assessed 

Educated to degree level or equivalent  ü A/D 

Previous experience as a PA at Executive Level  ü A/I 
Excellent secretarial skills, with ability to record minutes of 
meetings ü  A/I/T 

Experience of servicing committees, and proof-reading 
ability  ü A/I/T 

Good relationship skills and telephone manner ü  A/I 

Proven ability to work as part of a team ü  A/I 

Outgoing, self-motivated and flexible ü  A/I 

Able to carry responsibility and keep confidences  ü  A/I 

Reliable ü  A/I 

Audio typing  ü A/I/T 
Experience of setting up and managing a comprehensive 
filing system  ü A/I 

Proven skills in using computer programmes for office 
management including Word, Publisher and databases. 
Ease with web-based and electronic communication 

ü  A/I/T 

Willingness to support the ethos of the Christian Church and 
the Diocese of Chester and enthusiasm for the work of 
cathedrals 

ü  A/I 

Enthusiasm to work in a growing institution and a willingness 
to develop new skills  ü  A/I 

Familiarity with the Christian faith and the Anglican church  ü A/I 

Key: 
A – Application CV and covering letter 
D – Documentation (certificates) 
I –  Interview 
T –  Test 
 
Please apply with your CV and covering letter to: 
Carolyn Bruce, Chester Cathedral Offices, 9 Abbey Square, Chester CH1 2HU or 
carolyn.bruce@chestercathedral.com 
 
To enable the selection panel to fully assess an applicant’s skills and previous 
experience it is essential that the CV or the accompanying letter address the specific 
categories above. 
 
Closing date 
The closing date for applications is 9am on Friday 22 June 2018   
It is anticipated that interviews will be held on Tuesday 17 July 2018 
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Chester Cathedral’s Vision, Strategic Aims and Values 

Vision 
We will provide a diverse, accessible and inspiring experience. We will be thought 
provoking and challenging, fun and entertaining. 

Strategic Aims  
Worship & prayer 
We will have inspiring services that offer a glimpse of the glory of God. 
Learning & discipleship 
We will help enquirers become disciples. Offering opportunities to grow faith, 
develop learning and explore heritage. 
Welcome and hospitality 
We will provide a positive and fulfilling experience for visitors, worshippers and 
pilgrims, offering a warm welcome in accordance with our Benedictine tradition. We 
are here for everyone. 
Serving our city region and diocese 
We will grow and nurture mutually beneficial relationships. 
Sustainable and ethical business operation 
We will be financially self-sustaining through a well administered, varied and thriving 
business, continuously innovating and developing new opportunities. 
Conserving and developing our buildings and heritage 
We will conserve the cathedral’s heritage allowing it to evolve and remain relevant 
and meaningful in today’s world. 

Values 
Throughout everything we do, we will be: 

• Welcoming 
• Good listeners 
• Show respect 
• Have great passion for our roles. 

We will regularly measure ourselves against these values and create development 
plans to achieve them. 


