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Metanoia Project is excited to offer this new role within our vibrant and faith-filled Charity and Community. The successful candidate will work closely with the Project Directors, assisting them in the day-to-day running of Metanoia Project and playing a vital role in the growth of our organisation. This is primarily an administrative role with an essential element of providing a friendly, welcoming, and approachable point of contact for Metanoia Project in line with our ethos. There may also be occasions that face-to-face ministry will be required. 
Hours: Full time, 37 hours per week, 5 weeks holiday plus Bank Holidays

Salary: £22,010 plus pension 
The PA to the Directors will have the option of living in their own accommodation or living in our house with other young adults. If living in the Metanoia Community House, £120 per week will be deducted from the salary for board including all bills, excluding food.   
Role Description:
●	Assisting the Project Directors in the general running of the Charity including administrative elements of all areas of our ministry. 
●	Providing a professional but approachable point of contact for all those who encounter	 Metanoia Project as a means of drawing them into an encounter with our Living God. 
●	Actively contributing to the life of the Metanoia Community. 
●	Building strong relationships with Metanoia Project staff, volunteers, young leaders, and all those involved with Metanoia Project as well as priests, other professionals, and organisations.
●	Helping to create and sustain excellent channels of communication and evangelisation including through our Website and Social Media accounts.  
●	Maintaining a database of all contacts, preparing reports and articles to enable the promotion and sustainability of Metanoia Project.
●	Researching and planning trips, retreats, and other events.
●	Recording income and expenditure in cooperation with our Treasurer
●	Updating and ensuring consistency across calendars and diaries
●	Contributing to the creation, adaptation and implementation of policies and risk assessments.
●	Other activities to aid the operation of Metanoia Project when appropriate 
●	Living a life that clearly demonstrates Christ at the centre as a witness to all
Please demonstrate through your application form all of the essential and desirable qualities you fulfil. These will then be explored further through the interview process.
Person Specification Essential:
●	Practicing Catholic, willing to contribute actively to the Metanoia Community, living a shared life of prayer, fellowship and mission. (Please see the attached document for more details about Community)
●	Experience of administrative tasks including databases, calendars, and research.
●	Willingness to learn and take guidance, to take a lead or to be led when appropriate
●	Able to work as a member of a team and on own initiative with vision and enthusiasm
●	Excellent verbal and written communication skills. 
●	IT skills, competent in use of Microsoft Office and confident in applying ICT for communication
●	Experience and knowledge of Social Media platforms
●	Experience of planning and arranging activities, travel and accommodation
●	Discrete and trustworthy, flexible and adaptable

 Person Specification Desirable:
●	Experience of writing and implementing policies and risk assessments.
●	Involvement with other Catholic organisations (eg Youth 2000, Celebrate, Diocesan Youth Services etc)
●	Able to drive and with own transport.
●	Creative skills such as art, music, photography, design.

Application: Please email your application to Ruth White ruth@metanoiaproject.co.uk. If you have any questions or would like further details, please call Ruth on 07878 832457 
Closing Date: 5pm on Monday 27th May. Shortlisting will take place that evening and selected candidates be invited for interview by email by the end of Tuesday 28th May.
Interview: Interviews will take place over the weekend 31st May – 2nd June Friday evening until Sunday afternoon. Further details about what the weekend entails will be given at the shortlisting stage but candidates should expect to attend for the whole weekend. 

All appointments are subject to satisfactory references and DBS clearance
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