PERSONAL
ASSISTANT




To see Jesus loved,

the church alive,

and society transformed,
in Torbay and beyond.




Personal Assistant Job Description Spring 2024

Bay Church is a fun, exciting and vibrant church
right in the heart of Torbay, Devon. The church was
launched in Easter 2022 with a particular focus
towards children, young families and young people.
Since then, we've been privileged to see amazing
growth and support, and we're really excited for
what's still to comel!

This is a key role to invest in the formative years of
Bay Church. Increasing our ability to support growth
by enabling the vision, activity and ministry priorities
of the church and, in particular, supporting the Vicar
as he leads the church.
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ORGANISER

You'll be highly skilled in all things administrative,
proactive in seeing what needs to be done with an
attention to detail in doing it well and on time.

COMMUNICATOR

With excellent interpersonal skills you'll be able to
communicate gracefully and boldly; facetoface,
over the phone and in writing.

ENABLER

You'll have a heart for the vision of the church, able
to implement strategic changes that support the vision
and release the Vicar into his wider role.
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Personal Assistant Job Description

RESPONSIBILITIES

SUPPORT THE VICAR IN
THEIR DAY-TO-DAY
ADMINISTRATIVE
TASKS

ATTEND WEEKLY STAFF
MEETINGS; TAKING
NOTES, CIRCULATING AND
ORGANISING FOLLOW-UP
ACTIONS

LIAISE WITH OTHER
MEMBERS OF STAFF
AND EXTERNAL
PARTIES

Spring 2024

SCHEDULE
APPOINTMENTS AND
ORGANISING DIARY
ENTRIES AND REMINDERS

MINUTE MEETINGS
AND DISTRIBUTE TO
ALL PARTICIPANTS




Personal Assistant Job Description

REQUIREMENTS

Excellent attention to detail

Excellent organisation and
people management skills

Strong command of the
English language

Ability to prioritise and
multitask efficiently

Strong communication skills

Competent IT skills,
particularly Word, Excel and
productivity tools

Spring 2024

High level of confidentiality
Discretion and tact

A desire to serve the vision of Bay

Church

Previous experience as a

PA

Experience in report writing
and applying for funding

A sense of humour and fun
loving
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Personal Assistant Job Description Spring 2024

EXPECTATIONS

LOCATION

Our central location is St Andrew’s in Paignton with other
locations within the Bay being explored. You'll be expected to
work at Bay Central with some remote flexibility. =~

WORKING HOURS
12 hours a week. Ideally 9.15 - 12.15 Monday to Thursday,

with flexible arrangements available.

PN

KEY EVENTS
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PAY AND BENEFITS

PERMANENT
PART TIME

12 HOURS
A WEEK

£12 / HOUR

WITH FLEXIBLE
HOURS AVAILABLE

ACCESS TO

CONFERENCES
sucu:%umensmp PERIOD

CONFERENCE &
OCUsS
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https://baychurch.churchsuite.com/forms/rwbdzrbt

