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Job Description and Person Specification for the

Post of Vocations Administrator for the

National Office for Vocation (NOV)
A) Job Title: Vocations Administrator
B) Line Manager: The Director, National Office for Vocation.

C) Job Purpose: To assist the Director and team of NOV with secretarial and administrative duties to ensure that the Office achieves its goal of promoting a culture of vocation within the Catholic Church.

D) Job Description: The Administrative Secretary covers the following areas: 

1) CONTACT: Deal with telephone and email enquiries in a friendly, professional manner, having regard to their pastoral significance in the life of the Catholic Church.

2) COMMUNICATION: Take responsibility for communicating about vocations work to the Church in England and Wales by keeping our websites up to date and assisting in the production of newsletters.

3) MONITORING: Collate and prepare statistics for publication, especially: (i) maintaining a national database of applicants for priesthood through the regular collection of data from regional contacts, (ii) collecting figures for annual entrants into formation for the priesthood, diaconate and religious life through the collection of data from regional and national contacts/agencies.
4) SUPPORTING: Take responsibility for supporting committees and ad hoc working groups, by arranging meetings, taking minutes and monitoring follow up action.
5) ADMINISTRATION: give admin support as needed. In particular:
a. Make the practical arrangements for day and residential conferences.
b. Assist with general correspondence and administration
c. Manage and develop the office databases and filing systems
d. Liaise with the Finance Department, ensuring invoices, petty cash returns and other financial documentation is sent in on time.
e. Liaise with the Human Resources Manager, ensuring absence and holiday records for all office employees are completed and sent in on time.
6) PROJECT SUPPORT: From time to time, significant projects (e.g. World Youth Day which is held every two or three years), increase the work of NOV significantly and this post will involve extra administrative work at those times, remunerated on a pro rata basis. 

E) Personal Specification.

The successful applicant will: 

1) Be actively in communion with the Roman Catholic Church, have a high regard for the priesthood and religious life and also have an understanding of the concept of ‘vocation’.
2) Be well organised and efficient, with knowledge and experience of office administration duties in the commercial, statutory or voluntary sector.
3) Have a willingness and aptitude to work constructively both alone and within a team, sometimes under pressure.

4) Have very good written and oral communication skills.

5) Be familiar with and competent at using Microsoft Word, Explorer, Outlook and Publisher. A working knowledge of Excel, Access Dreamweaver or a similar web editing package would be desirable (or at least demonstrating a willingness and capacity to learn how to use these).

6) Be good at dealing with people.
7) Be able to manage working with more than one person, with an ability to prioritise and handle different demands.
8) Have a good sense of humour and be flexible and adaptable.
9) Be self motivated, able to take initiative and possess a generous ‘can-do’ attitude.
10) Have a willingness to attend occasional out of hours and overnight meetings.

F) Terms and Conditions

· The employer is the Catholic Trust for England and Wales
· The place of work is The Catholic Bishops’ Conference for England and Wales, 39 Eccleston Sq, London SW1V 1BX
· The hours of work are 15 hours per week with preferred hours being 3 hours a day each weekday morning (4 hours a day in some periods.) Alternative pattern of working hours may be agreed by the director for the right candidate.

· The salary will be £8,000 per annum ‘pro rata’ based on a 15 hour week (extended to 20 hours a week in some periods.) Full-time equivalent is £20,000.
· Salaries are reviewed annually
· There is a CATEW pension scheme. This is a personal pension plan. 
· Annual holiday is ‘pro rata’ based on a full-time equivalent of 25 days (5 of which are to be taken over the Christmas holiday) plus public holidays.
· Expenses and subsistence allowances are in accordance with current CATEW scales which follow Inland Revenue liability guidelines.
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