EXECUTIVE ASSISTANT FOR THE HOME MISSION OFFICE 
Part Time

Job Description and Person Specification

A) Job title: Executive Assistant
 
B) Line Management: Home Mission Development Officer

C) Purpose: The primary role of the Executive Assistant is to provide administrative support to the Home Mission Office so that we can enable the Catholic Church to make the Joy of the Gospel a reality in England and Wales.

D) Main Responsibilities and Duties

The main responsibilities and duties of the Executive Assistant are to:

Provide administrative support to the Home Mission Office particularly in the area of Youth Ministry, including organising conferences and meetings in the UK and abroad, preparing documents, department projects, agenda preparation, minute taking and report writing, maintaining diaries, welcoming a diverse group of visitors and arranging travel and accommodation; 

Maintain good communication with those interested in Youth Ministry and Evangelisation by producing content for our websites, e-newsletters, social media 	campaigns, press releases and articles working in partnership with the Home Mission 	Development Officer.

Respond to enquiries to the Home Mission Office, particularly those wanting to know more about the Catholic Faith.

Liaising with organisations linked to World Youth Day to support leaders who will take young people from England and Wales on this pilgrimage.

Provide assistance to the Secretariat by covering reception as required;

Undertake other ad hoc duties as required.


Person Specification
The successful applicant will:

There is a genuine occupational requirement that the successful applicant be in communion with the Roman Catholic Church, have an interest in developing the mission of the Church.
Have an understanding of catholic youth ministry, particularly World Youth Day.
Have demonstrable experience of working at a similar level and proven administrative and office skills;
Have excellent written and verbal communication skills and be experienced at dealing with a range of external contacts including Bishops and other leading members of the community;
Have a very proficient knowledge of IT and a good working knowledge of standard Microsoft Office software and be prepared to undertake further training;
Have very high professional standards of work, including a consistent attention to detail, complete reliability and accuracy, and a constant commitment to excellence;
Have access to confidential information, requiring absolute discretion at all times;
Demonstrate a high level of ability to organise and prioritise work;
Have a good sense of humour, be flexible and adaptable;
Be self-motivated, able to take initiative and possess a generous ‘can-do’ attitude;
Have excellent interpersonal skills;
Have an excellent telephone manner;
Be prepared to give and receive feedback and fit into a close working team;
Have a willingness to attend occasional out of hours and overnight meetings;
Ideally, have a second language.

[bookmark: _GoBack]Terms and Conditions
· The employer is the Catholic Trust for England and Wales
· The place of work is 39 Eccleston Square, London SW1V 1BX. Other places of work may be required by the employer. 

· The hours of work are 3 days a week from 9am to 5pm. However, the post also involves working out of hours and at the weekend. In these cases, time off in lieu will be awarded by the employer.

· The salary for the 3 days will be circa £15,000 per annum (full time equivalent £25,000).
· Salaries are reviewed annually
· There is a CATEW pension scheme. This is a group personal pension plan. You will be auto-enrolled on commencement of the employment.
· Annual holiday is ‘pro rata’ based on a full-time equivalent of 25 days plus public holidays. In addition, the office will be closed over the Christmas and New Year period from 24th December to 2nd January inclusive (if more days are required to accommodate the office closure you will have to use some of your annual leave), and Holy Thursday. 
