DAC Secretary: Recruitment Process and Timetable 
 
Closing Date:  Monday 18th October 2021 at 12noon 
Interviews:      TBC 
Start Date: to be agreed, but as soon as possible 
 
Application forms should be returned to:  
humanresources@carlislediocese.org.uk

 
Church House 
19-24 Friargate 
Penrith 
CA11 7XR 
Background & Context
The 340 churches in the Diocese each represent the lives of thousands of people who have worshipped, celebrated, and mourned there. Many are historic listed buildings and their care and maintenance is one of the greatest challenges that congregations face.
The Diocesan Advisory Committee for the Care of Churches (DAC) offers advice to Parochial Church Councils (PCCs) about proposed work to church buildings and churchyards, offers training for church officers with particular responsibility for churches, and helps congregations through the application process for gaining a faculty.
Full training will be provided, and for at least the first year, the role will work alongside the current DAC Secretary who will train you to learn the role and develop some technical expertise.

For more information, please visit https://www.carlislediocese.org.uk/diocesan-advisory-council/
ROLE DESCRIPTOR

PART 1

	JOB TITLE: DAC Secretary (28 hours)

	REPORTS TO: Outgoing DAC Secretary in the first instance and then Head of HR and Governance  

	DEPARTMENT : Carlisle Diocesan Board of Finance

	PURPOSE OF ROLE :    To provide administrative, secretariat and advisory support to the DAC and parishes in relation to faculty applications; and to enable the Committee to advise PCCs on the maintenance of their church buildings and development of those buildings for mission.

	KEY ACCOUNTABILITIES : 
1. To provide a full secretariat service for the Diocesan Advisory Committee (DAC)
This includes liaising with Diocesan Officers, the Chair of the DAC and the Committee members; the planning, production and distribution of agendas and associated papers; inviting and briefing guests; taking minutes; recording and following up on decisions and action points and ensuring legislative processes and procedures are adhered to.
2. To manage the Diocesan Advisory Committee process giving advice and support to parishes, clergy and committee members on their responsibilities and associated good practice in relation to the management and care of church buildings; granting of faculties and all ancillary matters relating to church buildings, their contents and churchyards. 
3. To give advice to Archdeacons on matters which may be undertaken without a faculty.
4. To attend and take minutes at DAC site visits.
5. To manage the Online Faculty System.
6. To take a strategic overview and consider and implement best practice for the storage and provision of DAC information. To maintain a library of Guidance Notes produced by the DAC’s advisors.
7. To prompt and provide information to churches on the Quinquennial Inspection process and maintain appropriate records.
8. To advise churches how to make the appropriate changes to reach environmental sustainability of church buildings and tackle climate change as part of the Church of England’s goal of being carbon neutral by 2030.
9. Undertake such other duties as may, from time to time, be required.



	KEY DECISIONS
· Ensuring necessary processes are compliant with legislation including achieving the required deadlines
· Assessing and prioritising workload

· Deciding what additional information is required for DAC cases


	FINANCIAL IMPACT 

DIRECT : nil
INDIRECT : nil
NUMBER OF DIRECT REPORTS : nil

	NETWORK : Church Commissioners; Registrar; Chair and members of the DAC Committees
INTERNAL : Diocesan Secretary; Archdeacons; Other Church House staff
EXTERNAL : Parochial clergy; church members; church architects; church specialist advisors; Diocesan IT partner; Registrar; Church Commissioners, Historic England and Amenity Bodies
NOMINATED DEPUTY (where applicable):



	Authorised by Line Manager:                                                     Date:                                 

	This Role Descriptor and associated statements has been fully explained to me. I understand and accept its content and my responsibilities.

	Signature of post holder:                                             Date:



	Signature of deputy (where applicable)                          Date:




	PERSON SPECIFICATION                                                         PART 2

	ESSENTIAL CRITERIA
	DESIRABLE CRITERIA

	

	TECHNICAL COMPETENCE 

	Technical Skills & Qualifications

	· Good standard of educational achievement
· Understanding and knowledge of listed buildings, Historic England and Amenity Bodies

· IT literate in Microsoft Office packages and able to use IT effectively
· Good written and oral communication skills


	· Degree or equivalent in architecture or surveying
· Experience of using IT to improve efficiency in office processes and systems

· Ability to travel around the Diocese
· Experience/ability in maintenance and population of website
· Working within a legislative framework



	Knowledge and Experience

	· Ability to relate to a range of external bodies/partners
· Experience of providing a full meeting service

	· Awareness of The Church of England and its structures, particularly those relating to legislative matters
· Knowledge of the conservation and development of historic buildings, especially churches


	Personal Effectiveness

· meets deadlines and targets in spite of obstacles

· a hard worker, able and ready to tackle a range of work with energy and stamina 

· works with others to achieve outcomes 

· works imaginatively to achieve outcomes while working within given frameworks

	 Personal style 

· professional, approachable, trustworthy 

· sympathy with the ethos and values of the Church of England

	Methods of working 

· organised

· self-starter 
· attention to detail
· able to take initiative and self-direct within accountability structures

	Team skills 

· team player, works well with range of colleagues and partners



	Communication

· listens carefully and communicates sensitively & credibly, both speaking and in writing, with a range of audiences 


