Pastoral & Closed Churches Officer: Recruitment Process and Timetable

Closing Date:  9am, Monday 9th December 2024
Interviews: 17th December 2024, in Penrith
Start Date: to be agreed, but as soon as possible

Application forms should be returned to: 
humanresources@carlislediocese.org.uk


Statement of Commitment to Safeguarding and Safer Recruitment
At the Diocese of Carlisle, we are dedicated to providing a safe, nurturing, and inclusive environment for all members of our community, especially children, young people, and vulnerable adults. Our commitment to safeguarding and safer recruitment reflects our core values and mission to uphold the highest standards of care and protection.
Safeguarding Commitment
We recognise our responsibility to protect and promote the welfare of everyone in our care. To this end, we pledge to:
· Create a Safe Environment: Ensure that all our premises and activities are safe and welcoming.
· Promote Awareness: Regularly educate and train our staff, volunteers, and congregation about safeguarding issues and practices.
· Act Responsibly: Promptly address any concerns or allegations of abuse, following our established procedures and legal obligations.
· Support Victims: Provide pastoral care and support to those affected by abuse.
Safer Recruitment Commitment
We believe that safeguarding starts with robust recruitment processes. We follow the Church of England guidance on safer recruitment and people management, and through this we commit to:
· Rigorous Vetting: Implement thorough background checks and screening for all staff and volunteers working with vulnerable groups.
· Clear Policies: Maintain clear policies and guidelines for recruitment, ensuring all roles have defined safeguarding responsibilities.
· Continuous Training: Provide ongoing safeguarding training and resources to ensure all personnel are aware of their roles and responsibilities.
· Regular Reviews: Continually review and improve our recruitment practices to uphold the highest safeguarding standards.
By adhering to these commitments, we strive to create a community where everyone feels safe, valued, and supported. We welcome any feedback or concerns and encourage open communication to maintain our high standards of safeguarding and care.



ROLE DESCRIPTOR 
 
PART 1 
	JOB TITLE: Pastoral and Closed Churches Officer 21 hours per week

	REPORTS TO: Diocesan Surveyor 

	DEPARTMENT: Property and Pastoral  

	PURPOSE OF ROLE: To provide administrative, secretarial and advisory support for the Pastoral committees and parishes. To implement the process of the disposal of closed churches. 

	KEY ACCOUNTABILITIES:  
1. To assist in the provision of a full secretariat service for the Mission and Pastoral Committees 
This includes liaising with Diocesan Officers; the Chairs of the relevant Committees and the Committee members; the planning, production and distribution of agendas and associated papers; inviting and briefing guests; taking minutes of pastoral meetings, recording and following up on decisions and action points and ensuring legislative processes and procedures are adhered to 

2. To work with Archdeacons and prompt Archdeaconry Mission and Pastoral Committees to take relevant action under the Mission and Pastoral Measure in relation to ‘suspension of patrons’ rights of presentation’ and the creation and/or amendment of pastoral proposals. To undertake the associated administrative processes; written consultations; communications; and preparation and updating of digital maps in relation to the proposals. 
 
3. To implement the processes for closure and disposal of churches including issuing notices; recommending and implementing Episcopal directions on contents; liaising with the Diocesan Surveyor, Archdeacons, Church Commissioners, agents, local contacts and prospective future users; and resolving related issues 

4. Provide advice and support to Archdeacons and local clergy and laity on structuring local church governance in accordance with the Mission and Pastoral Measure and Church Representation Rules including establishing joint Parochial Church Councils (PCCs), implementing Bishop’s Mission Orders, District Church Councils etc 

5. The Diocese of Carlisle is committed to safeguarding and promoting the welfare of children, young people and vulnerable adults. All post holders and volunteers are expected to share this commitment. Safeguarding training relevant to the role will be undertaken.
 
6. 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 
 
 

	FINANCIAL IMPACT
DIRECT: expenses
INDIRECT: nil
NUMBER OF DIRECT REPORTS: nil
	NETWORK: Church Commissioners, Registrar, Chairs and members of the M&P Committees
INTERNAL: Diocesan Surveyor, Archdeacons, Bishop’s Office, PA to the Archdeacons, other Church House staff, 
EXTERNAL: parochial clergy, church members, benefice patrons, Diocesan Registrar, Church Commissioners,

	 
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 
· driving licence and access to own transport 
	 

	Knowledge and Experience 

	Project and programme development and Management 
· experience of managing administrative processes and procedures
· experience of providing administrative support to committees 


	
· awareness of The Church of England’s structure, governance and legal framework 
· experience of working within a legislative framework 
· experience of project planning and management. 


	Partnership Working 
· experience of managing relationship with a range of internal and external parties/bodies 
	 
 

	IT 
· literate in Microsoft Office packages and able to use IT effectively 
	 
· comfortable with using technology to facilitate remote working 

	BEHAVIOURAL COMPETENCE 

	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 independently exercising judgement within delegated authority 
· works with others to achieve outcomes  
· works imaginatively to achieve outcomes while working within given frameworks 

	 Personal style  
· professional, approachable, trustworthy  
· sympathetic with the ethos and values of the Church of England 

	Methods of working  
· organised 
· manages own workload and priorities 
· 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 
· Communicates professionally & credibly, both orally and in writing, with a range of audiences. 

	Other
· Able to work flexible hours, including some evening and weekend commitments
· Willingness to travel around the Diocese, with access to a vehicle for work purposes.



 
	Benefits

	Salary
	£29,826 FTE (pro rata for 21 hours £17,895)

	Pension
	A non-contributory, deﬁned contributions scheme (employer’s contribution is 15% of salary)

	Car
	mileage paid at 45ppm 

	Office provision
	Post based at Church House, Penrith but the Diocese operates a flexible working policy and home working for some of the working week is the norm.

	Working expenses
	Funded as appropriate.
Mileage (to places other than your Place of Work) paid at 45ppm.

	Other benefits

	· 34 days annual leave incl bank holidays pro rata
· 35 hrs a week flexi-time system in operation
· time off in lieu for additional hours worked

	
	Any offer of employment is subject to:
· Two references (one must be current employer)
· Health Check
· Right to work check
· Enhanced DBS check and Church of England Declaration form if applicable (if the DBS or declaration form are not completed the offer of employment will be rescinded)



 
