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General Secretary  

Full-time Permanent Position 

Parham House and Gardens, a Grade-I listed Elizabethan house with extensive 

gardens in West Sussex, which opens to visitors and is owned by a charitable trust, is 

seeking a full-time secretary to join its small and friendly team in the Estate Office. 

This is a busy and varied role and would suit an enthusiastic applicant with 

previous administrative and customer-service experience.  

The Estate Office coordinates all activities taking place in the House, Gardens and on 

the Parham estate, and provides essential administrative support to colleagues 

working in other departments. Within the Estate Office, the General Secretary takes 

responsibility for all routine enquiries and deliveries and ensures that the 

information and administrative systems needed to guarantee the efficient operation 

of Parham’s activities are accurate and kept up-to-date. In order to succeed, the post-

holder will need to develop a comprehensive knowledge of every aspect of the 

operations, including the services and facilities available to visitors as well as 

Parham’s residential and commercial tenancies.  

About Parham House and Gardens 

Situated between Pulborough and Storrington, Parham is one of England’s finest 

examples of an Elizabethan house and contains important collections of paintings, 

furniture and needlework. It has been open to visitors since 1948 and is also well 

known for its beautiful and extensive gardens. The surrounding 865 acre estate, 

which includes a deer park, is set at the foot of the South Downs.  

Now owned by a Charitable Trust, Parham Park Limited (“PPL”), the House and 

Gardens welcomes some 30,000 visitors each year from April to October. The 

property remains a much loved family home and is occupied by Lady Emma 

Barnard, her husband James, and their family.   
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Candidate Specification 

Parham seeks an energetic , enthusiastic and self-motivated individual with a high 

level of attention to detail. The successful candidate will have excellent written and 

verbal communication skills and will be comfortable working both independently 

and in conjunction with others. They should also be comfortable working to 

deadlines and managing multiple tasks simultaneously. Previous experience of 

working in an administrative role, including sound knowledge of the Microsoft 

Office Suite, is essential. Demonstrable experience of working in a customer service 

role or assisting the general public would be regarded favourably,  as would 

familiarity with POS (Point of Sale) software.   

Ideally, the successful candidate would start in early March. Hours: 40 per week 

(although greater flexibility may be considered for the ideal candidate). Paid 

holidays: 28 days per calendar year, inclusive of Bank Holidays. Salary: circa £20,000 

per annum, depending on experience and qualifications.     

To apply, please send a C.V. and covering letter to David Wise, Administrator, at: 

manager@parhaminsussex.co.uk  

The deadline for application is 3rd February 2020. Applications will be reviewed as 

they are submitted.  

Interviews will be held on Monday 10th February 2020.   
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