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Vacancy
The Diocese of Plymouth is looking to appoint the following position.
Parish Secretary (part time) – 1 post

Location: Our Lady & St. Patrick, Glendaragh Road, Teignmouth TQ14 8PH
Salary: £10.00 per hour 
Hours: 16 hours per week
The Parish Secretary will manage the administrative, secretarial support and the office resources required to ensure the smooth running of the Parish and to enable the Parish Priest to carry out his Diocesan responsibilities.  The post-holder will be required to have secretarial or administrative experience and will require good organisational skills together with experience of Microsoft Office and excellent interpersonal skills.  Good web or social media skills would be an advantage.
Copies of the job description, person specification and application form are obtainable by calling Jan Holton on 01364 645383 or by emailing recruitment@prcdtr.org.uk.  The last date for the receipt of applications will be Monday 13 January 2020 and interviews will be held on Tuesday 21 January 2020 at Our Lady & St. Patrick. 
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