
 
 

   

 

Vicar’s Personal Assistant (PA)   

Reports to: Vicar (operational and day to day)  
                     Church Warden (Line-Management)  

 

  

 

Ringwood Benefice came into being in October 2017 as a group of 6 churches and 
two parishes on the edge of the New Forest National Park, serving a population of 
21,000 people. The Benefice is developing a strong vision for cross-benefice mission 
focussed around transforming worship, discipleship and community. We are looking 
for a colleague to join our Staff Team to deliver provide PA support to our Vicar.  

   

 
Role Purpose 

To release and resource the Vicar of Ringwood Benefice in his role of leading the ministry of Ringwood Benefice by 
providing administrative, secretarial and diary management support. The Vicar’s PA will often be the first point of 
contact for people inside and outside the Benefice.    
 
About the role 
The Vicar of Ringwood Benefice has oversight of 6 Churches, 2 Parochial Church Councils, various benefice leadership 
groups, church committees and task groups. The Vicar also officiates at a significant number of baptisms, weddings and 
funerals each year alongside a full programme of Sunday and mid-week services. These responsibilities and many others 
generate a need for a proactive and experienced PA to manage the Vicars diary and deadlines, communicate actions, 
news and decisions to internal and external stakeholders and resource the Vicar’s ministry.  
 
The role requires an individual who can work with the utmost discretion and confidentiality as well as coping with the 
tasks generated from a demanding schedule of activities, events and meetings. It would suit a confident person with a 
‘can-do’ attitude who thrives under pressure.  
 

 
Accountabilities  

To co-ordinate and develop communication strategies from and on behalf of the Vicar.  
 
Communication of specific items and projects on behalf of the vicar. This will entail working with the wider staff 
team, other ministry leaders and with the PCC Secretary to develop appropriate plans 
 
Coordinate an annual plan of services, events and events with associated deadlines. 
 
To manage the Vicar’s diary to ensure all deadlines are met whilst protecting their work-life balance 
 
To facilitate the organisation of events/meetings on behalf of the Vicar ensuring that papers and resources are 
available, related tasks actioned and coordinating topics for meeting agendas. 
 
To relieve the Vicar of administrative and secretarial tasks in relation to projects and activities. 
 
Prepare, with input from the Vicar, orders of service for services, routine and seasonal, that the Vicar is leading.  
 
To manage email, paper and telephone correspondence on behalf of the Vicar responding to matters as able and 
alerting the Vicar to items requiring follow up. 

Contract: Permanent:  
Hours:  Part-Time 16 Hours per Week 
Salary : £8,700 plus Pension 
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Work with other Ministry Support Staff to ensure that the work of the Vicar is reflected well on the Benefice Website 
and Social Media, including the posting of talks, blogs and news items.  
 
Ensure the Vicar is kept updated on Benefice and Community news and events. 
 
Enable, through undertaking non-ministerial tasks (e.g. event logistics) and projects, the Vicar to be a visible presence 
in the communities of the Benefice as well as engaging in deanery and diocesan life.  
 

 
 
 

Measures and Indicators of Success  

The Vicar is at meetings, events and activities on time and resourced with everything required to fully engage. 
 
The Vicar has time to devote to the ministerial aspects of projects and activities through being relieved of 
administrative responsibilities. 
 
People inside and outside the church feel that the Vicar is communicating in a timely, relevant and accessible way 
with them regarding decisions, projects and activities.   
 
The Vicar is kept well informed of matters relating to the Benefice and the wider communities.  
 

 
 Person Specification 

Essential  Desirable  

Sympathetic to the vision and ethos of Ringwood Benefice  Experience of working in a paid or voluntary 

capacity for a Church 

Ability to handle sensitive information in a discrete and 

confidential manner. 

Familiarity and experience of Anglican worship and 

Church of England structures 

Ability to provide a welcoming first point of contact for 

those contacting the Vicar  

 

Willingness to independently manage areas of 

responsibility and exercise judgement within agreed 

boundaries 

 

Ability to maintain focus and meet deadlines in a busy 

office environment, while ensuring attention to detail 

 

Experience of working in a collaborative team context as 

well as being able to progress individual areas of work 

Confident in maintaining websites and social media 

platforms 

Confident in the use of Microsoft Office Applications 

especially Word, Excel, Outlook and Publisher.  

Experience of using database software and 

Microsoft O365  

Able to work with initiative when using new systems and 

quickly become efficient and confident with them.  

 

Ability to ‘triage’ incoming email, phone calls and paper 

correspondence and prioritise appropriately 

 

Competent to use of a variety of communication channels 

to disseminate information both internal and external 

 

Qualifications : Undergraduate qualification and/or 

significant experience in a similar role.  
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Ability to work under pressure, to ensure that the Vicar’s 

deadlines and responsibilities are met. 

 

 
   

 

Key Relationships 
Internal External 

Vicar, Associate Minister, Families Minister, Vicar’s PA, 
All Saints Parish Administrator and Associate 
Minister’s PA, Church Wardens, Lay Vice-Chair of PCC, 
PCC Treasurer, PCC Secretary, Church Committee 
Chairs and Deputy Church Wardens.  

Town Council and Staff, Community Organisations and Local 
Schools 

 
What you should know about the job 

Role Location – Benefice Office, Church of St Peter & St Paul, Market Place, Ringwood, BH24 1AW 
Working Pattern – Monday – Friday;  exact pattern of hours to be agreed 

 
DBS required : Yes 
Policy Compliance : Safeguarding, H&S, Equal Opportunities, Staff Handbook and Lone Worker Policy 
Genuine Occupational Requirement (GOR): The post-holder will be a representative of Ringwood Benefice. As such 
there is a Genuine Occupational Requirement that the post holder is a Christian.  
  

 

 


