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Vestry of the Cathedral Church of St Paul 
 
 

Job Description 
 
Job Title:   Administrator – Permanent (with a six month probationary period).  
 
Reporting To:  Provost 
 
Hours: 20 hours over 3 days per week located at St. Paul’s Cathedral, DD1 1TD.  
 
Salary:  £13,520 pa (£13.00 per hour).  
 
Purpose of the Role: St Paul’s Cathedral is seeking to appoint a competent and reliable person as a 
part-time Administrator. The post involves familiarity with administration, Microsoft Office, church rotas, 
and requires the ability to represent the church to members of the public. 
 
Principal accountabilities / responsibilities: 
 

• Provide admin support for Cathedral clergy, staff and volunteers: diary management, 
printing, rota support, ordering and invoicing; 

• Manage the Cathedral diary and membership database; 
• Administrative support for Cathedral events, meetings and services: booking, access and 

publicity; 
• Keep the Cathedral’s social media pages up to date including Facebook and Instagram and 

develop these ways of communicating; 
• Handle incoming enquiries; 
• Updating and sending the Cathedral’s weekly e-newsletter; 
• Management of rotas of volunteers; 
• Producing and printing orders of service, and a monthly prayer diary;  
• Assist the Treasurer with basic accounting matters; 
• Assist in maintaining the Cathedral as a welcoming and peaceful place for all; 
• Support volunteers to develop the Cathedral’s signposting and heritage resources; 
• Opening and closing the Cathedral on a rota basis; 
• Other tasks as required.  

 
Hours 
The post is based in the Cathedral offices. The post-holder will work 20 hours over three days. Some 
additional paid overtime may be required in the lead up to Easter and Christmas. 
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Personal Specification:  
 
 Criteria 
Experience  Proven experience as an office administrator, assistant or relevant 

public-facing administrative role.  
Including: 

• Intermediate level competence of MS Office including Outlook, 
Excel and Word; experience of creating promotional materials 
using tools such as Canva;  

• Experience of updating websites;  
• Social media management; 
• Invoicing; 
• Diary management and event booking management; 
• Managing records in line with Data Protection requirements.  

Experience of working with volunteers 
Sympathy with the ethos of the Scottish Episcopal Church  

Skills and Abilities Proactive and possessing excellent planning and time management 
skills.  
Able to perform well in a busy and pressured environment. 
Is skilled at managing expectations and keeping colleagues informed. 
Can identify and resolve issues safely and calmly. 

Personal Qualities Confidential and reliable.   
Able to communicate effectively with people for all walks of life.  
Adaptable and flexible in their approach to work.  
Works well as part of a small team and also able to work well alone. 
Retains a positive, calm and constructive outlook even in the face of 
difficulties.  
Compassionate nature. 

 
To apply, please send a CV and covering letter to provost@saintpaulscathedral.net  
 
If you would like an informal chat regarding the vacancy please contact The Very Rev'd Roxanne 
Campbell – provost@saintpaulscathedral.net 
 
Closing date for applications – 14th August 2026.  
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