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Role Purpose: 
Reporting to the Head of Pastoral Care/Organisation Development Manager, this role will provide 
administrative support to the Trust’s resident Village Councils, and the Site Executive Teams, 
Pastoral Care and Development and Research teams when required.  This is a multi-site role, so 
the successful candidate will need their own transport and some flexibility about their days of 
work. 
 

Hours of work: 
Required hours will be stated on the job advert and will vary according to our needs and sites.   
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Administrator (Pastoral Care/Development and Research) 

Duties  
1. Organise, coordinate and support Village Council (VC), Trust and Village forum and Care 

Home community meetings.   

2. Provide administrative support to Site Executive Team (SET). This will include attendance at a 

SET meetings, supporting the SET Chair and their deputies to progress actions and projects 

outlined in the SET Strategic Plan.   

 

3. Coordinate and resource elections to the Village Councils 

 

4. Take minutes of the Village Council meetings and collate and analyse responses from the 
eXplore forums in order to determine relevant agenda items for the Village Councils 

5. Liaison with staff teams, residents, and relatives. 

6. Provide relevant and appropriate information and data to enhance the effective working of the 

Pastoral Care Team and progress of the SET’s against the SET Tracker. 

 

7. Provide general administrative support to the D&R directorate as required.   

8. If additional hours are available, to input data from resident questionnaires for the Research 

and Intelligence section department. 

 

Main tasks 
1. For Village Councils provide administrative support to the running of events and meetings 

including booking venues, organising refreshments, inviting and coordinating attendees, note 

taking, recording feedback and other relevant duties 

2. Ensuring good communication is maintained in a timely fashion between stakeholders in the 

consultation process, especially in the distribution of briefing papers, agendas and minutes 

of meetings for residents. 

3. Liaising with local administrators to support the work of S.E.T’s especially in the delivery of 

local projects and initiatives. This will include supporting the production of a business case 

(including PowerPoint presentations), updating and maintaining the SET Strategic Plan 

monitoring progress against the SET tracker, promoting the work of the SET and covering 

for local administrators when they cannot minute the meeting( this is not the main focus of 

this role). 

4. To monitor the production of agendas and minutes of S.E.T’s and V.C’s and facilitate the link 

and share learning between the two groups across all the sites 

5. Prepare data for the fulfilling of mail-merges and provide administrative support to the 

distribution of various communications. 

6. Create and modify Microsoft Excel spreadsheets, 

7. To provide general administrative duties including dealing with correspondence/post, 

telephone enquiries, photocopying and maintaining a comprehensive filing and archiving 

system 
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8. Undertake telephone interviews as required. 

9. Generate lists of relevant demographics and information for the Pastoral Care Team in order 

to enhance their addressing of the pastoral, spiritual, religious and community needs of 

residents. 

10. Provide administrative support and facilitate the work of the “Communities for Life” group. 

11. Provide general administrative support to Organisation Development and Research 

directorate on an ad hoc basis. 

12. Promoting and acting as an advocate of resident’s privacy and rights at all times, including 

ensuring strict adherence to the principals of GDPR. 

 

13. To work within the standards, policies and procedures of St Monica Trust. 

14. To carry out other tasks and duties from time to time, as required 
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Person specification 
The skills, knowledge, qualifications and experience listed here are requirements of the role and 
are assessed at different stages of our recruitment and selection process.  Use this information 
to help you complete the ‘further information’ section of the application form. 

Skills  
Communication 
Clear written and verbal communication skills.  Professional and sensitive telephone manner.  
The ability to listen, to follow and understand instructions.  Attention to detail including numerical 
accuracy.   

Thinking Style 
A logical and rational approach to resolving problems and making decisions.  Good use of 
initiative and intuition.  Flexible and adaptable in style and working hours – covering colleagues 
when necessary.  Drive and motivation.  Evidence of interest and willingness to learn and 
succeed. 

Working with others 
Demonstrates strong resident and customer focus - prioritises residents’ /customers’ needs and 
requests.  A welcoming and approachable style.  Able to build positive working relationships with 
residents, team members and external visitors.  Maintaining confidentiality.   

Well-being and Values 
Demonstrates values of respect, trust and calmness.  Has an understanding of older people’s 
needs and a commitment to the safety, care and well-being of residents.  Ability to show 
empathy. 

Time management 
Organisational skills – being able to plan ahead, meet deadlines.  Ability to prioritise workload 
and conduct tasks in a structured and logical way.  Factoring in the unexpected! 

Qualifications Essential Desirable 

GCSE Maths and English grade C or above (or equivalent)   

Experience Essential Desirable 

Experience of working in a Social Care or Health environment   

Sufficient previous administrative experience   

Experience of managing information and data    

Experience using Microsoft Word and Excel   

Experience using Microsoft Publisher and power point   

Knowledge and experience of methods of statistical analysis 
and representation  

  

Driving Licence and own car   

Additional information  
 Duties must be carried out in compliance with St Monica Trust’s Equality and Diversity Policy. 

 This role profile contains the principal accountabilities relating to this post and does not describe in 
detail all the duties required to carry them out.  There will from time to time be a variation of duties 
depending on residents’ and units’ needs. 

 

 


