Executive Assistant
and Events Coordinator,
Christ Church London
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Appointment of
Executive Assistant and
Events Coordinator
We are looking to recruit an Executive
Assistant and Events Coordinator to
support the Senior Leader of Christ Church
London as well as support the smooth
running of the Everything Network.
The post holder will be expected to
provide comprehensive and efficient
organisational and administrative support,
and assist with a wide variety of tasks that
fall within the remit of the Senior Leader
and the Everything Network.
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-

Responsibilities
–
•

Executive Assistant for the Senior Leader
(David Stroud);
-

-

diary management,

-

email/phone communication,

-

monthly expenses,

-

research and writing briefing notes,

-

proactive support for a range of meetings,

-

travel arrangements and itineraries,

-

preparing presentations, and

-

general support, as required.

-

sermon research,

-

writing blog posts and articles,

-

researching speakers for events,

-

collating trustee general review for Senior
Leader, and

-

research and writing for publications.
maintaining the Operational Risk Register and
following up with key stakeholders throughout
the organisation, and

Working closely with the Director of Everything,
develop and manage the Everything Network
database and other broader Everything
communication lists.

-

Working closely with the Director of Everything,
provide administrative support for Everything
fundraising outreach and the maintenance of
donor records.

-

Provide calendar/scheduling support in
coordinating key meetings and events involving
the Everything Co-Founders and key members of
the Everything Network.

-

As Everything develops, responsibilities will grow
to include administrative and compliance support
for the Everything Network.

-

Other duties as assigned, in discussion with the
Director of the Everything Network.

Role Responsibilities
–
•

Effective working with colleagues to ensure overall
delivery of the Christ Church London Strategic Plan,
instilling clear lines of communication within the Christ
Church London staff team, and upholding of Christ
Church London’s beliefs, ethos and values.

•

As a small, but growing team, developing guidance
on the internal communications and awareness of
Christ Church London’s objectives, aims and activities
through periods of change.

supporting the Trustees and Company
Secretary with governance requirements.

Everything Events and Administration
-

-

Operational Support
-

•

Draft and send email invitations, maintain RSVP
lists, secure venues and event vendors, handle
invoicing/follow up from events, and other
logistical needs for Everything activities.

Writing and Research

-

-

Regular responsibilities including but not
limited to:
-

and termly Everything sector and ministry
roundtable gatherings.

Provide administrative and operational support in
the planning and execution of in person or virtual
Everything events, including but not limited to:
-

the Everything Conference,

-

monthly Everything Network Supper Clubs,

-

monthly Everything Leadership Training
gatherings,

-

monthly Everything Prayer Nights,
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General Duties

-

Ability to work on their own initiative and to tight
deadlines;

-

Ability to work with people at various levels.

–
•

Represent Christ Church London at meetings, social
events and functions.

•

Complete monthly, quarterly and annual reports as
required.

Personal Attributes

Attend Christ Church London meetings, to collaborate
with other church departments and projects where
appropriate and to contribute to the development of
Christ Church London as an organisation.

•

Has a positive approach, optimism, and hope for the
future;

•

Warm-hearted towards others, willing to help, and
generous of time and knowledge;

•

–

•

Adhere to and implement relevant policies, including
equal opportunities and health and safety.

•

Holds oneself and others accountable, committed to
doing the right thing;

•

Undertake any other reasonable duties as requested
by line manager.

•

Has vision and desire to create value for the long term –
willing to be flexible and take risks;

•

Self-motivated and able to drive activity forward;

•

Eager to learn and easy to coach, seeking-out and
considering the opinions of others;

•

Good judgement about when to use initiative and when
to consult;

•

A hard worker who sets ambitious goals and perseveres
to achieve them;

•

Consistently performs at a high level, pays attention to
detail.

Person Specification
–
•

Experience and Knowledge
-

•

Experience in a similar role providing
administrative support to those in senior
leadership roles;

-

Experience of working with senior management
in a fluid and fast moving role;

-

Proven experience of strong organisational
skills;

-

Experience of drafting written materials;

-

Interest and awareness of national and
international current affairs desirable.

Skills
-

Excellent written and verbal communication;

-

Strong interpersonal and relationship
management skills;

-

Excellent IT skills – Outlook, Excel, Word,
PowerPoint;

-

Highly organised and efficient with a keen eye
for detail;
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Beliefs
–
•

Christ Church London is a Christian church that
believes in the historic life, death, burial and
resurrection of Jesus, and the empowering work
of the Holy Spirit in our lives today. We believe in
the authority of the Christian Scriptures and hold
to the essential orthodox Christian beliefs as
expressed in the Nicene Creed.
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Genuine Occupational Requirement
–
•

There is a genuine occupational requirement for
the successful applicant to be a committed Christian.
It will be necessary to work on some evenings and
weekends, and it is expected that the post holder
will have a vibrant and active Christian faith which
is essential for the credibility and performance
of this role.

More information
–
•

Salary: Competitive with an excellent pension scheme

•

Office location: Central London and flexible working

How to apply
–
Please send a CV, including pastoral and professional
reference details, and a covering letter to Nate Sence
(nate@christchurchlondon.org).
Successful applicants will be invited to an initial interview
and then further selection testing will follow.
We are hoping for the successful candidate to start as
soon as possible. Please get in touch with Nate if you
require further information. Thank you for considering
joining the work of Christ Church London.
For further information, please see our website:
christchurchlondon.org

1-3 Coborn Street, London, E3 2AB
Company No. 05546205 | Charity No. 1111950
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