
  
 
 
 
 

Appointment of Personal Assistant to The Vicar, 
 Revd Paul Boughton 

 
 
 

Job Title:   Personal Assistant to the Vicar 
Based at:   The Archive Office, Stoke Abbas, South Stoke 
    or such other place as mutually agreed from time to time 
Hours:  Monday to Friday, 9.30 a.m. to 12.30 p.m. with some 

flexibility. 
Hourly / Annual pay: £10.00 per hour / £7800.00 per annum 
Manager:  The Vicar of Goring, Streatley and South Stoke 
Holidays:   20 days + Bank Holidays (8) as paid leave *  
    (at £30 per day) 
 
 
 
 
 
 
 
 

Interviews will be held at The Vicarage, Manor Road, Goring  
on Thursday 12th February 2015. 

Closing date for applications 31st January 2015. 
Start date: as soon as possible after the appointment is ratified 

 
 

Letters of application, including a current CV, and the names of two referees, one 
of whom should be a recent employer, should be sent initially to: 

Mrs Alison Gray, (Churchwarden, St Mary’s Church, Streatley) at: 
13 Holmlea Road, Goring on Thames, Reading RG8 9EX 

01491 873181  / 07770325203 
alison@thegrays.myzen.co.uk  

Initial telephone enquires are welcome. 
 

 
 

For details of this post please see overleaf. 



 
Introduction: 

 
The United Benefice of Goring and Streatley with South Stoke was created seven years ago by 
the amalgamation of the parishes of Goring, Streatley and South Stoke into a united benefice. 
The Benefice is served by one full time Vicar, a part-time Associate Priest and two part-time 
Licensed Lay Ministers. A curate in training is also sometimes placed in the Benefice. The 
Vicar’s wife and three retired priests, resident in the benefice, also assist with services from time 
to time. 
 
The purpose of employing a Personal Assistant is to help the Vicar to organise his workload, 
assist with forward-planning and to relieve him of the burden of some of the day-to-day 
administrative tasks to enable him to concentrate on pastoral and liturgical matters. An important 
feature of the job will be communication with the Vicar on each working day. 
 
 The Personal Assistant to the Vicar will: 
• be in sympathy with the Christian faith; some knowledge of the workings of the Church of 

England is desirable but not essential. 
• be well-organised and an excellent communicator, with the ability to liaise with members of 

the clergy team, lay workers, members of the congregation across the benefice and the wider 
community. 

• be a person who displays discretion and is able to ensure confidentiality of work undertaken. 
• be able to work on his/her own initiative. 
• be competent in the use of Microsoft Office (Word, Excel, PowerPoint), email programmes, 

database creation and management and Desk Top Publishing. 
• be able to compose and write accurate, grammatical and appropriate letters. 
• be able to prioritise both his/her own workload and that of the Vicar’s. 
• be willing to be flexible over hours of work when the need arises 
• be a car driver and willing to travel between the office in South Stoke and the Vicarage in 

Goring on occasion – fuel expenses covered 
 
Job Description  

 
For the Vicar: 
• Answering and prioritising telephone calls and emails. 
• Daily liaison with the Vicar; keeping his diary up to date; organising his workload. 
• Assisting the Vicar with production of the Service Rotas  
• Preparation and photocopying of Order of Service. 
• Managing statutory and legal returns and documentation 
• Liaison with various parties involved in baptisms, marriages and funerals. 
• Assisting with the Vicar’s work as a trustee of various charities. 
• Maintaining and developing communication across the Benefice. 
• Other such tasks as they arise. 

 
General Administration: 

• Administrative support for members of the ministry team, as agreed by the Vicar. 
• Co-ordinating safeguarding applications 
• Bulk ordering of supplies for the three churches 
• Keeping office equipment in good working order 

 
*Holidays: Although there will be some flexibility over the time at which holidays may 
be taken, it should be noted that there is a considerable workload immediately before 
Christmas and Easter. 


