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The Bishop's Palace

WELLS - SOMERSET





Job Description

	Title
	Office Administrative Assistant

	Salary 
	£9880 per annum (£9.50 per hour)

	Hours
	20 hours per week

	Working Pattern
	4 hours a day Monday - Friday, Occasional cover for weekends, Bank Holidays and some evenings 

	Report to
	Head of Finance and People

	About the Bishop’s Palace
	The Bishop’s Palace is home to the Bishops of Bath and Wells, is owned by the Church Commissioners and managed by The Palace Trust.  As a charitable organisation our mission is to protect The Bishop’s Palace by ensuring financial stability through engaging a wide range of people for their enjoyment and learning. The eight-hundred-year-old Palace sits among fourteen acres of stunning RHS partner gardens that draws in 120,000 visitors a year. The gardens are made up of picturesque, gardenesque, English garden style and contemporary gardens. Our Community Garden draws in a range of different user groups such as people with mental health issues. The Bishop’s Table serves locally sourced and homemade food with one of the best views in Wells. 



	Purpose of role
	To support the Administrator with general office administration.

	Mission, Vision and Values
	Our Purpose
To conserve The Bishop’s Palace for future generations; welcoming all who seek a place of beauty, reflection and enjoyment.


Our Vision
The Bishop’s Palace - protected forever; treasured by all.
What we value
· Our unique site and heritage 
· Our local community, supporters and visitors 
· The spiritual nature of the site
· Our relationship with the Bishops and their ministry
· Our warm, hospitable and engaging welcome
· The quality of our offer
· Our staff and volunteers
· Our environmental impact


	Key tasks – what the Palace Trust expects 
	· Answering the telephone and dealing with phone enquiries - this can include sending emails, checking bookings.

· General cover for Administrator lunches/meetings/holidays/etc 

· Arranging meetings by scheduling appropriate meeting times, planning refreshments, booking rooms, preparing papers

· Support for HR related admin duties 
· Uploading documents and polices to the You Manage system

· Scanning paper files to electronic files

· Supporting with IT tasks including new starters set up – arranging equipment/desk space/setup new area 

· Emailing wedding brochures and information to website requests and logging these enquiries 

· Scanning and electronic filing of Volunteer details  - applications, references, documents and then creating an individual folder for each person

· Logging of volunteer’s hours – data entry of volunteer hours from the sign in sheets onto the volunteer hours spreadsheet.

· Scanning of finance invoices and adding these to the archive file. 
· Shredding or packaging for shredding 

· Preparing and sending out marketing flyers 

· Adding press releases, press cuttings etc into the Marketing folder (scanning and archiving into a Marketing folder). 

· Stationery order supplies and maintaining stationery cupboard 

· Monitoring First Aid kit supplies and reordering when required

· General office space - archiving and ensuring areas are kept cleared, keeping current space utilised

· Action Incoming/Outgoing post 

· Adhoc duties as requested



	What you can expect from The Palace Trust
	· Support from The Palace Trust’s staff team 

· Training and development to undertake the role 

· 25 days annual leave per year pro rata 4 of which must be taken between Christmas and New Year 
· Opportunity to join The Palace Trust’s pension scheme 
· Opportunity to support your local community through volunteer days

· Access to the organisational Employee Assistance Programme 

· 50% staff discount in The Bishop’s Table 


	Key internal contacts
	· Administrator
· Head of Finance and People

· Community Engagement Manager

· Finance Team

· Café Manager
· Marketing and Communications Manager 

· Wedding and Events Manager 

· Visitor Experience Manager 



Person Specification
	
	Essential 
	Desirable

	Knowledge and Experience
	· Experience in using the range of Office IT packages including Word, Excel, 
· Experience of working in a customer service environment
	

	Skills and abilities
	· Able to communicate clearly by phone, email and in person 

· Confident IT skills

· Able to take minutes at meetings

Able to manage a range of priorities and ensure that tasks with deadlines are completed on time.

	

	Personal Attributes
	· Flexibility in relation to duties and working hours that will include evenings, weekends and bank holidays

· Organised and methodical

· Ability to multitask

· Punctual
· Professional and well-presented 

· Has energy and enthusiasm
· Treats people with fairness, respect, and consideration without regard for their position, status, or background 


	


How to apply: 
All applicants are required to complete an application form; please outline why you should be considered for the role, and how you meet the person specification. 

Completed applications forms should be emailed to Natalie Landsdown at Head of Finance & People natalie.lansdown@bishopspalace.org.uk Please also contact Natalie if you wish to discuss the role further. 
Application forms can be downloaded from https://bishopspalace.org.uk/info/jobs/ 


