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Do you inspire confidence in your customers?  

Do you take pride in achieving results?

Do you want a new challenge?

The Diocese of Carlisle is looking for an
Administrative Assistant - Property
who will
· provide effective admin support to the property manager
· provide excellent customer service
· raise purchase orders and process supplier invoices
· maintain the property management systems
This is a part-time position, up to 20 hours per week.
Salary: £21,884.00 FTE (pro rata based on 35-hour week) + 15% non-contributary pension.
Closing date for applications: Noon Thursday 16th March 2023
Interviews: Thursday 23rd March 2023, Church House, Penrith
If you would like an informal chat about the role, please email Nick Paxman at nick.paxman@carlislediocese.org.uk
For the role description & application form please visit https://www.carlislediocese.org.uk/vacancies/ 
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