
National Churches Trust 

 

Executive Assistant  

Salary:   £28,000 - £35,000  

  

Duration:   Permanent 

 

Hours of Work:  Full-time (35 hour week) / flexible working will be considered 

  

Terms and  

Conditions:  6 months probationary period 

 

   25 days paid holiday pro rata 

    

   Pension contribution 

    

   Childcare vouchers 

 

Location:   Westminster  

 

Reports to:   Chief Executive  

 

 

Introduction 

The National Churches Trust supports and promotes church buildings of historic, architectural 

and community value. We are the independent, UK-wide charity supporting churches, chapels 

and meeting houses of all Christian denominations.  

 

Incredible work is done by volunteers up and down the country to preserve these buildings for 

future generations and ensure that they remain at the heart of their local community. The 

National Churches Trust is here to help them address the challenges and opportunities they face.  

 

The Trust, founded in 2007, is the successor to the Historic Churches Preservation Trust (HCPT), 

created in 1953.  

 

The aims of the National Churches Trust are:  

 

 to help maintain the UK’s heritage of church buildings and to enhance their ability to serve 

local communities  

 

 to promote the benefit to communities of church buildings and to inspire everyone to value 

and enjoy them.  

 

The Trust’s website www.nationalchurchestrust.org provides more information about the 

organisation and its work.  

 

 

 

 

 

http://www.nationalchurchestrust.org/
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Job description 

Reporting to the Chief Executive you will be responsible for supporting her to implement the 

strategic plan of the charity.  Your role is to enhance the effectiveness of the Chief Executive by 

providing diary management, administrative support, and information management support. 

This will require producing reports, presentations, and graphics to support the Chief Executive 

within meetings and at conferences and forums and the ability to research and analyse 

information. 

 

Your role will include servicing the Board of Trustees, to include arranging meetings, producing 

board papers and taking minutes. 

   

You will ensure the Trust manages data effectively and complies with the current Data 

Protection Act (and related legislation) and other relevant regulatory requirements. You will 

lead on ensuring 'GDPR readiness' and provide continuing training, advice and support to the 

team to ensure an ongoing compliance regime in accordance with the new legislation. You will 

be responsible for Data Subject requests and our complaints procedure, and developing 

processes to ensure they are responded to efficiently and in accordance with legislation.  

You will need to be flexible to anticipate and adapt to the needs of the Chief Executive and you 

will need to be an energetic all-rounder with wide-ranging skills. You will have the necessary 

personal skills to develop robust relationships as well as excellent organisational skills to 

establish and maintain procedures and protocols. 

 

Key Internal relationships: 

Chief Executive, the board of Trustees, (in particular the Chairman and Treasurer) and the Head 

of Finance and other NCT staff and volunteers.  

Key External relationships: 

Major funders of the NCT and contacts for other heritage sector organisations. 

 

 

Key tasks: 

 

1. Support the Chief Executive, to include managing schedules, appointments and travel 

arrangements. 

2. Clerk to the Trustees 

This includes but is not limited to: 

Write and distribute minutes of Trustee meetings. 

Prepare and edit papers for the Trustees’ meetings. 

Initiate and complete administration for new Trustees: organise inductions, collate 

relevant information needed for registration at Companies House, maintain accurate 

information about Trustees on Raiser’s Edge. 

 

3. Arrange and co-ordinate key internal meetings.  

Senior Management Team: Set meeting dates, devise Agenda, take and distribute 

minutes. 

Team meeting: Set meeting dates, devise Agenda 

 

4. Information management  

File and retrieve documents relevant to operational processes and practices of the NCT. 

Email inbox management – implement efficient filing and retrieval systems 

for the Chief Executive. 

Provide best practice guidance to the NCT to ensure the shared drive is 

maintained as efficiently as possible. 
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5. Prepare and edit correspondence, communications, presentations and other documents 

pertaining to any of the key operational areas of the NCT.  These include fundraising, 

grant giving, communications, and church support. 

6. Analysis of data and information to support the writing of the Annual Report and the 

Annual Review. Take responsibility for coordinating the production schedules of these 

publications.  

7. Ensure Data Protection policy updates and compliance issues are highlighted to the CEO 

and throughout the team as appropriate. 

8. Review operating practices and suggest and implement improvements where 

necessary. 

9. Ensure robust systems are in place to monitor performance of team towards objectives 

within strategic plan. 

 

10. Administration of recruitment of and interview processes for new staff members.  

11. Manage work placements of interns and volunteers.  

12. Office management duties to include oversight of telephone systems, IT support, 

insurance policy and supervision of our cleaning contractor.  

13. Undertake such other duties as reasonably requested by the Chief Executive.  

 

Person specification 

Qualifications 

 Educated to degree level or equivalent qualification/experience 

 Qualification or equivalent experience demonstrating proficiency of MS Office 

Applications (Word, PowerPoint, Excel, Access and Outlook) 

Knowledge  

 An understanding of the principles and responsibilities of data management and 

protection  

 A working knowledge of the Raiser’s Edge database would be desirable. 

 

Skills and Experience 

 Excellent presentation and interpersonal skills and the ability to communicate confidently, 

effectively and persuasively at a senior level, both orally and in writing 

 Excellent intellectual and analytical skills, with the ability to describe technical and 

compliance issues in an understandable way 

 Diplomatic, cooperative, energetic approach to work 

 Excellent organisational and administrative skills, including project management; and 

good attention to detail and accuracy with the ability to prioritise and work under pressure 

 Excellent IT and online skills, including experience of working with spreadsheets and 

databases, and ideally Raiser’s Edge 

 A self-starter able to work both on own initiative and also as part of a team 

 An interest in places of worship and/or heritage issues more generally 

 An ability to withhold confidential information 
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 Experience of Privacy & Electronic Communications Regulations and General Data 

Protection Regulation (GDPR) is desirable 

 Knowledge of standard office administrative practices and procedures 

 Information gathering and monitoring skills 

 Problem analysis and problem solving skills 

 Judgment and decision-making ability 

 

 

Enthusiasm for the work and strategy of the National Churches Trust is an important element of 

the job. 
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Further information 

This is a full time post and the basic hours are 35 per week, although requests for flexible or 

part-time work are welcomed. It is based at the National Churches Trust’s offices in Westminster, 

but may also require travel elsewhere in the UK.  

 

It should be borne in mind that the National Churches Trust comprises a small staff, and you 

should be prepared to work as part of that team to ensure the delivery of the organisation’s 

operations and objectives.  

 

The Trust operates an auto enrolment pension scheme. The annual leave entitlement is 25 days, 

in addition to relevant national public holidays. Other general terms and conditions are set out 

in the staff handbook which is issued to all employees on appointment.  
 

This job description is intended as an outline indicator of general areas of activity and will be 

amended in the light of the changing needs of NCT. The job description is an operational 

document and does not form part of your contract of employment, and you may, from time to 

time, be expected to perform tasks not directly expressed in the job description.  This job 

description will be reviewed with the post holder at least annually as part of the appraisal 

process. 

 


