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Role Description 
 
Executive Assistant Church Engagement Nov 2025 
 
AtaLoss was established as a charity in 2016, to ensure that no one in the UK should be without support when someone important has died. Our mission is to change the culture of bereavement, so that every bereaved person can have timely and holistic support, to navigate their grief and changed circumstances for healthy outcomes.  
We do this by addressing the first three tiers of the adult bereavement care pyramid: 
· Raising awareness of the effect of bereavement, through the media and advocacy - including the damaging effects of unsupported bereavement (such as mental and physical ill-health, job-loss, loneliness, low attainment, debt, relationship breakdown, substance abuse, homelessness and crime) 
· Providing a central signposting and information service for everyone bereaved - aiming for a ‘Gold Standard’ of comprehensive, up-to-date and widely directed to holistic support 
· Training and equipping community support – especially churches to be ‘Bereavement Friendly’, in particular to offer The Bereavement Journey®  programme, - also teachers, youth leaders and parents to support children and young people, - and increasingly various other organisations. 
Together these relieve pressure on public services and free specialists for complex needs. 
By enhancing awareness of grief and the issues of bereavement, improving access to help and fostering community resilience, AtaLoss is highlighting and addressing bereavement as a public health issue. 

Having grown steadily since 2016 against the back-drop of ‘death denial’, grief is now on the public radar.  A substantial donation in 2024 initiated a step change for the charity, enabling it to: 
· Improve its infrastructure and expand its team to address the burgeoning need. 
· Establish an All-Party Parliamentary Party on Grief Support and the Impact of Death on Society,  
· Begin developing key partnerships across all sectors.   
· Become the ‘go to’ place for the media for comment on death and grief. 
 
Since September 2023 the charity’s The Bereavement Journey® programme, offered by churches for their communities, has grown rapidly to over 500 locations.  In addition, there is increasing opportunity for expansion into other contexts.  

We are at a pivotal moment.  AtaLoss has become a leading charity in bereavement, and there is huge opportunity for our services to be turned to and for further growth in profile and impact.  
 
Outline of the role: 
The Executive Assistant Church Engagement is a new role created to provide essential administrative support to the Head of The Bereavement Journey® and Church Engagement who is stepping up to take on responsibility for leading the continued strategic development and reach of the Charity to UK churches of all denominations, and resourcing and developing ‘Bereavement Friendly Churches’ alongside the delivery and strategic growth of The Bereavement Journey®.  The department’s part time The Bereavement Journey® Development Support contractor will focus on supporting the expansion of The Bereavement Journey® programme and the Executive Assistant Church Engagement will support the department’s general development with a particular focus on the charity’s own online The Bereavement Journey® programme and Bereavement Friendly Church administration and website. 

Report to:
The Head of The Bereavement Journey® and Church Engagement

Key Responsibilities: 

The Bereavement Journey programme support
· Administration of the charity’s online The Bereavement Journey® programme including Eventbrite event creation, team briefing technical hosting and cover support tech hosting
· The Bereavement Journey® courses feedback data entry
· Introducing The Bereavement Journey® webinar bookings download from Eventbrite and upload to CRM, webinar co-presenter and cover tech host
· Administrative support for The Bereavement Journey ®expansion as required
Bereavement Friendly Church webinars and follow up
· Bookings download from Eventbrite, upload to CRM and Tech host for Bereavement Friendly Church Level 1 webinars, and cover webinar presenter in due course
· Bookings download from Eventbrite and upload to CRM, assist and Tech host for Bereavement Friendly Church webinars Level 2
· Bereavement Friendly Church webinar follow up for engagement and charter adoption, and reserve webinar presenter  
· Monitor the CRM for individuals and church engagement possibilities
Websites and social media
· Loss and Hope website content and resources researching, gathering through partners, reviewing (to ensure compliance with the website’s aims and charity’s theology), drafting, editing and uploading content (with approval) - and monitoring the website for quality control
· The Bereavement Journey® website content uploading
· Enhance SEO and ensure effective user journeys for The Bereavement Journey® and Loss and Hope websites
· Manage Loss and Hope and The Bereavement Journey® social media for sensitive and appropriate reactionary posts (with the support and guidance of the Church Engagement and Marketing teams), for increased following and visits to AtaLoss.org
· Contribute to social media strategy for improved analytics
Newsletters and mailings
· Upload Loss and Hope newsletter subscribers to Mailchimp
· The Bereavement Journey® and Bereavement Friendly Church mailings
· MS Form creation as necessary
Presentations and events
· Presentation slide preparation support for the Head of The Bereavement Journey® and Church Engagement as needed
· Support and attend exhibitions and events, representing the charity as needed. 
· Collaborate with colleagues to ensure events are effectively promoted and executed.
Reporting and Analytics 
· Ensure accurate and up to date data records including CRM entry for work area contacts
· Manage and monitor SEO and website traffic for The Bereavement Journey® and Loss and Hope websites 
· Monitor Loss and Hope and The Bereavement Journey® social media followers
· Produce monthly performance reports, analysing progress against targets. 
· Impact data reporting as required.

Collaboration and Deputising
· Represent the Head of The Bereavement Journey® and Church Engagement as required. 
· Work collaboratively with The Bereavement Journey® Development Support, external volunteers and partners
· Steward our relationship with collaborators and Associate Practitioners, providing regular guidance, materials and support. 
· Support the Marketing and Income Generation Executive’s systematic building of a supporter donor base through the CRM through church contacts and networks
· Promote the charity’s central signposting service AtaLoss.org, training and other charity services and aims in meetings, presentations, mailings and events
· Support AtaLoss.org being directed to by networks ensuring materials are disseminated as required
· Support campaigns development and execution
· Contribute additions to the Loss and Hope and The Bereavement Journey® social media and newsletter content

General
· Be a positive representative of the charity’s values and work among all stakeholders.
· Attend team meetings and contribute to a collaborative and communicative work environment.
· Undertake any other reasonable duties or projects as requested, commensurate with the scope and purpose of the role and the evolving needs of the charity.
· Approach work cooperatively, diligently, and flexibly.

Note: This role description is intended to convey information essential to understanding the scope of the position and is not an exhaustive list of skills, efforts, duties, responsibilities, or working conditions associated with it. 

It is essential for the postholder to be a practising Christian under the Equality Act 2010, Part 1, Schedule 9, due to AtaLoss’ work with churches and Christian partners.  

Person Specification
Essential
· A committed Christian with an understanding of the UK church landscape and denominations.
· A genuine commitment to the mission of the charity, its ethos and theology and an understanding (or lived experience) of bereavement.
· Educated to degree level
· A good all-rounder willing to turn to any task required
· Time management skills and able to prioritise strategically
· Highly organised with meticulous attention to detail.
· Able to project manage, follow through, and ensure reporting back.
· Quick thinker and worker, able to take initiative and act independently, but also willing to seek clarification when required
· Excellent written and verbal communication and ability to express information clearly, sensitively, concisely and in an appropriate tone for the audience.
· Strong proficiency in Microsoft 365 (Outlook, Teams, Word, Excel, PowerPoint, Sharepoint, OneDrive), social media platforms and website management
· Experience of hosting meetings on Zoom with breakout rooms and screensharing
· Awareness and understanding of GDPR regulations and safeguarding
· Good team player, willing to assist other team members when needed
· Awareness and understanding of GDPR regulations and safeguarding
· Comfortable talking on the phone if required
· Problem solving, adaptability, empathy, resourcefulness, and discretion

Desirable
· Marketing/communications experience
· Squarespace website management
· Experienced with Salesforce CRM

Terms and conditions 
Job title: Executive Assistant Church Engagement
Salary: Upon application.  Remuneration is competitive within the charity sector.  
Location: Remote or Hybrid/Chichester office (Birdham), with expectation of occasional travel across the UK. 
Contract type: Initial 12 month fixed term contract with a long-term contract expected beyond 12 months. 
Hours: Full time, 37.5 hours per week , Monday – _Friday, with the expectation of working occasional evenings or weekends with time off in lieu. 
Team(s): Church Engagement Department but supporting all other departments as required. 
Responsible to: The Head of The Bereavement Journey and Church Engagement but available to other Senior Staff for specific work if requested. 
6 months’ probation. 
Pension scheme enrolment following successful probation
ataloss.org   office@ataloss.org   @atalosscharity
AtaLoss is a Registered Charity no. 1169269. PO Box 824, Chichester, PO19 9WW
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