


	SCOTTISH EPISCOPAL CHURCH
DIOCESE OF BRECHIN
	CONFIDENTIAL
(when completed)

	APPLICATION FORM

	Please complete this application form as indicated. Additional information can be included on extra sheets if required. 

	Application for the post of
	Bishop’s PA and Administrator (part time)

	SECTION 1: Personal Details

	Full Name:
	

	Address:
	

	Telephone Number:
	

	Email Address:
	

	National Insurance Number:
	

	Right to Work in the UK:
	[ ] Yes [ ] No



	SECTION 2: Education & Qualifications

	Highest Level Education Achieved (with details):

	

	Qualifications (Employment and Educational):
	



	Section 3: Employment History
Please provide brief details of your employment history, starting with your most recent role. Please use extra sheets if required.

	Employer
	Job Title
	Dates Employed
	Responsibilities & Reason for Leaving

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



	Section 4: Competency-Based Questions
Please answer the following questions to demonstrate how you would meet the requirements of this post. Answer each question in no more than 250 words.


	Administrative support and organisation: Please describe your experience in administrative or personal assistant support in a busy office or similar setting. What were your main responsibilities and how did you organise your work?

	

	Diary, correspondence and prioritisation: Give example of how you have managed competing diary commitments, correspondence or requests for yourself, a senior colleague or a team with confidentiality and discretion. How did you prioritise what needed attention first?

	

	Digital skills and office systems: Give examples of your experience and competency with Microsoft 365 and MS Exchange and any other digital/admin tools or office systems? 

	

	Meeting support and follow-up: Please give example of meetings, events or visits that you helped to organise. What was your role?  What were you responsible for in terms of the preparation of papers or information, recording of decisions or actions, and follow up afterwards? Provide an example that demonstrates your attention to detail?

	

	Confidentiality and Integrity
Describe a situation where you were required to demonstrate high standards of confidentiality and personal integrity in your work.

	

	Overall Context and Experience
This role supports the Bishop, charity trustees and wider diocesan life. Please tell us about any experience you have of working or volunteering in a church, charity, voluntary-sector or governance setting, and how that experience would help you in this post.

	



	Section 5: References & Disclosure
Please provide contact details for two referees (one must be your current or most recent employer). Please note if you are willing for us to contact referees prior to interview.
For the successful candidate, we will also require you to successfully pass the basic disclosure check with Disclosure Scotland: https://www.mygov.scot/apply-for-level-1-disclosure .

	Referee 1: Name, Position, Organisation, Email, Telephone

	

	Referee 2: Name, Position, Organisation, Email, Telephone

	



	Section 6: Declaration
I confirm that the information provided in this application is true and complete and I consent to the processing of the above data by the Diocese of Brechin in respect of this application for purposes in connection with my prospective employment.
Signature: ______________________ Date: ________________

	Closing date for applications
	8 July 2026
	Please return to:
	By email to office@brechin.anglican.org or post to c/o Bishop’s House, 5 Ballumbie View, Dundee, DD4 6SZ

	Interviews will be held on
	17 July 2026
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