
 

JOB DESCRIPTION 

Ministry Programmes Co-ordinator  

Date:  July 2019 

 
Reporting to:   Head of Ministry 
 
Location:   Church House, Threemilestone, Truro, TR4 9NH 
 
Standard Working Hours:  28-35 hours per week. Attendance at some evening/weekend 

meetings/events will be required. Applications for flexible 
working will be considered provided the agreed hours per week 
are worked over a minimum of 4 days. 

Salary: £23,500 per annum (Full time equivalent) 
 

Purpose of the Job 

The Ministry Programmes Co-ordinator will act as the ‘lynchpin’ within the Ministry team, 
being responsible for the effective and efficient co-ordination and operation of all ministry 
learning and development programmes and activities within the Diocese of Truro (see 
background information for more details). This involves dealing sensitively and confidently 
with people at all levels of the organisation together with providing excellent programme 
administration. 
 

Key responsibilities 
 

1. Programme Co-ordination 

a) To play a pivotal role within the Ministry team to ensure the effective planning and 
integration of all ministry programmes, working collegially and independently as 
needed 

b) To liaise with Bishops, Archdeacons, Clergy and Ministry team members to ensure 
appropriate attendance at ministry programmes and events 

c) To draft/write and send, written communications on behalf of Ministry team 
members 

d) To organise and attend Ministry and Vocations team meetings, undertaking agreed 
follow-up actions 

e) To provide diary management for the Director of Ministry and the Head of Ministry, 
including making and booking appropriate travel and accommodation arrangements 

f) To write and design publicity for the programmes as required 
g) To manage the promotion and marketing of the programmes, including social media 

and web site pages 
h) To deal sensitively and confidentially with enquiries from potential participants and 

speakers 
i) To attend Ministry events, including liaising with venue staff, and acting as host if 

required 
j) To maintain financial records, monitor expenditure against budgets and assist in 

budget planning 
k) To undertake one-off projects related to the work of the Ministry team 



  

l) To assist the Head of Ministry in evaluating programme effectiveness.  
 

2. Programme Administration 

a) To co-ordinate and administer all aspects of the logistical support required by the 
Ministry programmes (IME, CMD, AMD and FiCM) including: 

 Managing booking arrangements with venues for residential and non-
residential events, including negotiations with event organisers, venues, 
suppliers, etc. 

 Communicating with participants, in particular to ensure their needs are met 
to enable their full participation  

 Ensuring all courses and events run smoothly including catering, provision of 
course materials, signage, joining instructions, etc. 

 Communicating with training providers 
b) To maintain detailed records including participant bookings plus other key 

information in line with GDPR legislation 
c) Take minutes or notes of team and other meetings. 
 
3. Health & Safety  
a) To ensure that Health & Safety risk assessments are carried out at venues used for 

all Ministry events, that appropriate mitigation of identified risks is implemented, 
and to provide briefings to event leaders.  

b) To adhere to the Diocese of Truro’s Health and Safety policy and procedure as well 
as any other related laws and to do all that is reasonable to promote care and safety 
in the fulfilment of the role and in daily working life.  

 
4. Safeguarding 

a) To adhere to the Diocese of Truro’s Safeguarding Policy and Procedure as well as any 
other related laws and to do all that is reasonable to promote care and safety in the 
fulfilment of the role and in daily working life for all who may be vulnerable. This 
includes a responsibility to remain up to date with your own safeguarding training at 
the level appropriate to the role. 

 
5. General 
a) To undertake other duties, as may be required from time to time, to ensure the 

effective and efficient fulfilment of the role 
b) To undertake relevant training required to best carry out the role 
c) To participate in organisation wide meetings, away days, etc. 
 

 

This job description is a summary of the key areas of responsibility in the job.  It is not 
intended as a definitive statement of job content. 
 
This job description will be reviewed periodically, and may be subject to amendment 



  

PERSON SPECIFICATION 

Ministry Programmes Co-ordinator 

Date:  July 2019 

 

ESSENTIAL 

Experience 

Co-ordination and organisation of a diverse range of programmes and people 

Conference/training or event organisation and administration within GDPR  

Effective working in a busy team with competing priorities and demands 

Proven experience of influencing and persuading people 

Knowledge and Skills 

Excellent interpersonal and diplomatic skills together with the ability to inspire trust 

Ability and confidence to build strong & effective working relationships with people at 
all levels in a direct, tactful & sensitive way 

Excellent administration skills 

Effective time management & prioritisation skills, especially the ability to manage 
multiple and competing priorities & demonstrate flexibility to deal with changing 
priorities 

Strong analytical and problem solving skills 

Excellent oral and written communication skills 

Excellent attention to detail while retaining a good overview of the various aspects of  
any work undertaken 

Ability to handle sensitive issues with discretion and patience, including an 
understanding of appropriate confidentiality 

Team working skills 

Proficient in MS office software 

Understanding of budgeting and financial monitoring  

Personal Qualities 

Resilient, with a high level of determination & persistence 

Pro-active, self-motivated and able to work on own initiative 

Sympathetic to the work of the church and the diocese* 

Understanding of, and commitment to valuing equality and diversity 

DESIRABLE 

Experience 

Experience within the church or charity sector 

Experience in training or education administration, especially ministerial development 

 

*Although, it is not a requirement for the post-holder to be a Christian or a member of 
the Church of England, candidates must be sympathetic to the work of the church and the 
theological training of its ministers, as well as being willing to learn about the culture of 
church life. 
 
 
  



  

Background information: 

The aim and the vision of the Diocese of Truro is to continue to resource and encourage 
church communities in Cornwall and the Isles of Scilly to “Discover God’s Kingdom and Grow 
the Church”.  
 
The diocese has an annual turnover of £7million and total assets of £80million. You can find 
out more about the Diocese of Truro here: https://www.trurodiocese.org.uk/about-us/ 
 
Working closely with the Vocations and Discipleship Teams, the Ministry team serves the 
Diocesan mission of ‘Discovering God’s Kingdom and Growing the Church’ by supporting 
the diocesan strategy for developing ministry and mission that is incarnational, 
innovative, contextual and pioneering.  
 
The Ministry programmes include: 

o Initial Ministerial Education (IME Phase 2) – learning opportunities for curates  

o Continuing Ministerial Development (CMD) – learning opportunities for lay and 

ordained ministers 

o Accompanied Ministry Development (AMD) – learning opportunities for clergy and 

their parishes 

o Foundations in Christian Ministry (FiCM) – an introductory course for those 

discerning a vocation to lay ministry  

o Reader Training - learning opportunities for Readers/Licensed Lay Ministers 

o Ministerial Development Review (MDR) – biannual reviews for clergy 

 

Key relationships: 

An organisation chart is included below. 
 
The key relationships for the post holder are with: The Head of Ministry, The Director of 
Ministry, IME Phase 2 Officer, The Bishop of Truro, The Bishop of St Germans, Director of 
Education and Discipleship and staff, Archdeacons, Diocesan Secretary and staff, Diocesan 
clergy and lay ministers/officers, administrative staff and contributors to the ministry 
programmes and staff at venues used for ministry events. 
 
The Church of England is a unique organisation. We accept that the successful individual 
may not immediately be familiar with all the aspects of this job, but we will support you so 
that you are able to learn the unusual elements of the organisation, and the laws and 
structures within which we operate. 
 
 
 
 
 
 
 
 
 
 
 
 
 

https://www.trurodiocese.org.uk/about-us/


 


