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JOB TITLE:  Business Support Officer for the Clewer Initiative and the Anglican Alliance 
 
GRADE:  Band 6 
 
LOCATION:  London 
   
KEY RELATIONSHIPS: You will report to the lead officer of TCI, and work closely with the Chair of TCI 
board. You will be the central London based practical support for a small team who will be working in 
varied locations. You will build relationships with all dioceses supporting TCI, and their statutory and 
non-statutory partners in order to develop infrastructure which will support the sustainable 
deployment of the project work. 

 
 
BACKGROUND:   
 
You will be employed by The Clewer Initiative (TCI) as your main employer. You will be seconded for 50% of 
your time to work with its sister agency, The Anglican Alliance. 
 
THE CLEWER INITIATIVE 
 
TCI is the Church of England’s response to the continuing issue of modern slavery. Following a three year start 
up period TCI has secured funding to continue and expand its work, both in the UK and (from 2020) 
internationally. 
 
TCI recognises the link between vulnerability and modern slavery, and the need for resilient communities. 
Beginning with the belief that these issues need to be tackled at a community level, TCI engages with dioceses 
and wider faith networks, facilitating and equipping them to raise awareness of modern slavery, identify 
victims, and provide support and care to the survivors. The community mobilisation process, Hidden Voices, 
will be the predominant methodology used in this stage of the project. In addition, TCI will build a base which 
will enable churches to routinely and confidently engage with statutory and non-statutory partners around 
modern slavery issues, making a significant and unique contribution. Finally, an aspiration to provide care and 
support outside the NRM to victims will continue to be a key constituent of TCI’s work, as will a desire to 
prevent individuals falling into modern slavery. The development of preventative care and work with victims 
outside the NRM will be a key focus for the next period of TCI. 
 
Over the coming 12-18 months TCI infrastructure will be developed to contain all aspects of work. An 
expanded work programme will also be delivered. This will be done with the guidance of a board comprised of 
anti- slavery practitioners and an advisory group of experienced diocesan project leads. The current National 
Network of TCI will be utilised and developed. 

 
THE NATIONAL INSTITUTIONS OF THE CHURCH OF ENGLAND 

 
MANAGING EMPLOYER: Archbishops Council 

 
Mission and Public Affairs DEPARTMENT 

 
JOB PROFILE 
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JOB SUMMARY:  We are looking for an experienced individual to join our team who understands the 
importance of business support and customer service in the context of a social action project against modern 
slavery situated within the Church of England. This role requires an ability to set up and then maintain office 
systems for a dynamic project with multiple stakeholders and other participants. These systems will include 
finance, data analysis, safeguarding, volunteer and general governance support to TCI board and lead officer. 
There will also be some more basic administrative work coordinating events, assisting individual community 
mobilisation programmes, in some cases with the lead officer and/or development officer, so that sustainable 
projects are developed which conform to the national pattern. 
 

TCI is part of the National Church Institutions and systems will be expected to comply with their general 
governance, in the first instance. 
 
You will be committed to working collaboratively in a small team, be a proactive and creative problem solver 
and have experience of working with volunteers within a church context. In addition to this, you will need to 
demonstrate competency and accuracy in working with data systems. 

 
 
 
MAIN DUTIES AND RESPONSIBILITIES:  
 
The Clewer Initiative (50%) 
The post is to provide business support to TCI  

1. To lead on the development of procedural and administrative systems to support TCI, for example 

finance, governance, officer systems, safeguarding and volunteer management. 

2. You will develop data systems, both those which enable communication with those interested in the 

work of TCI, and also those which will enable data-based projects to be monitored and evaluated.  

3. To support the Chair of the Board and the Lead Officer with budget setting and financial monitoring 

(systems will be maintained through the NCI’s) 

4. To support the Lead Officer in ensuring safeguarding systems are observed in dioceses including safe 

recruitment of volunteers 

5. To run and support events for the TCI national network of dioceses, and to track attendance at the 

same. 

6. To assist the Lead Officer with internal communications (i.e. communications to the participating 

Dioceses) 

7. To assist the communications officers so that administration and external communications are 

properly aligned. 

8. To work positively and inclusively as part of the team and to take a proactive approach to the work. 

9. As occasion may arise to assist with more specialised projects. 

 
SECONDMENT TO THE ANGLICAN ALLIANCE (50%) 
THE ANGLICAN ALLIANCE 
The Anglican Alliance serves to connect, equip and inspire the worldwide family of Anglican churches and 
agencies in their mission to end poverty, challenge injustice and safeguard the environment. It is an initiative of 
the Archbishop of Canterbury and the Anglican Communion and was established in 2011. It has a small 
secretariat based at the Anglican Communion Office in London and a team of regional facilitators around the 
world.  

The Anglican Alliance has three pillars of work to support the churches and agencies of the Anglican Communion:  

• Development – identifying and communicating examples of good practice, sharing learning and expertise 
and building capacity for sustainable community development.  
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• Relief and Resilience – providing a convening platform at times of humanitarian crisis for the local church 
to connect with agencies and churches across the Communion for practical support for the most vulnerable; 
building resilience through disaster preparedness.  

• Advocacy – connecting and resourcing Anglican leadership along with affected communities to speak out 
on advocacy issues; brokering wider advocacy coalitions. 
 

Within these pillars the Anglican Alliance currently has three key priorities for its work: 

• Responding to the most vulnerable: working to end modern slavery & human trafficking around the world 
(with close connections to TCI); addressing issues of migrants, refugees and internally displaced peoples; 
supporting people affected by disasters and conflict and building resilience to disasters. 

• Promoting equality – supporting the empowerment of women and youth, including sustainable livelihoods 
and asset-based community development.  

• Building a just and sustainable world – building commitment for the Sustainable Development Goals; 
advocating for climate justice, sharing strategies to mitigate and adapt to the impacts of climate change and 
to ensure food security.  

 
KEY RELATIONSHIPS 
You will also be seconded to work for 50% of your time with The Anglican Alliance, which is based in West 
London. In this role you will report to the Executive Director of the Anglican Alliance. You will work in a small 
London-based team and also connect with the Anglican Alliance’s global team around the world.  You will also 
liaise with the Anglican Alliance global board of trustees and with Anglican churches and development 
agencies around the world. 
 
JOB SUMMARY 
We are looking for an experienced person to join our small team as Executive Assistant and Office Manager. 
The key role will provide direct support to the Executive Director, to assist her in maintaining a dynamic role 
with multiple global relationships. This will include supporting the regional and global learning communities on 
tackling human trafficking. The individual will also maintain office systems, contact data base, team travel 
arrangements and will assist with governance systems. S/he will also work with the Communication Officer on 
seeking international input for newsletters and social media.  
 
The successful candidate will need to flexible and pro-active, working collaboratively in a small team and able 
to take initiative on delegated roles. S/he will need to show sensitivity in dealing with different cultures and 
demonstrate understanding and appreciation for the role and values of the Anglican Alliance in faith-based 
relief, development and advocacy. 
 
KEY DUTIES AND RESPONSIBILITIES 
The post is to provide business support/executive assistance to the Anglican Alliance: 

1. To support the work of the Executive Director in the administrative aspects of the role, including 

support to communications, diary management, briefing for external meetings, etc. 

2. To coordinate the global and regional Communities of Practice on tackling human trafficking and 

modern slavery. 

3. To lead on the travel arrangements for the team and for wider consultations, including monitoring 

travel budgets and overseeing travel safety systems. 

4. To develop data systems for managing external communications in compliance with current 

legislation. 

5. To support the Communications Manager in gathering input for newsletters and social media from the 

Alliance global team and other partners. 

6. To support the Executive Director in preparation for and recording board meetings, preparation of 

briefing papers and other governance matters. 

7. To assist the team in preparing for major events and exhibitions.  

8. As occasion may arise to assist with more specialised projects. 
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As both posts are within developing initiatives your job description may change. You will be expected to agree 
to any reasonable changes to your job that are commensurate with your banding and are in line with the 
general nature of the job. 
 
 
PERSON SPECIFICATION: 

 
Essential 
 
Proven Ability Knowledge and Experience: 
 

• Excellent written and spoken English and high level of numeracy with the ability to draft 
communications and reports for senior stakeholders.  

• Strong analytical skills with the ability to collect, organize and analyse, significant amounts of 
information with attention to detail and accuracy 

• To be organised, logical and have a structured approach to work 
 

• Ability to research, assimilate and review information, sharing knowledge with others and 
recommending appropriate actions.    

 

• Represents the organisation positively and professionally 

• Effective at building relationships across a range of stakeholders, including across different cultures 

• Able to work flexibly and creatively with a wide range of individuals both internally and externally in a 
complex and diverse environment.  

• Proven experience of managing multiple projects and areas of work simultaneously 

• Creativity and problem-solving skills  
 

• Creative and innovative thinking with the ability to develop new systems, procedures and solutions  
 

• Experience of bookkeeping systems and ability to work with financial information’ 
 
 
Attributes: 

• The ability to use common computer and information systems, e.g. email, word processing and 
spreadsheets 

• Experience of building effective partnerships 

• Strong attention to detail in the presentation and course of work and outcomes 

• Ability to work as part of team and work flexibly to meet demands of the role 

• A self-starter who takes responsibility for own learning and development 
 

• The ability to work calmly and effectively when under pressure. 
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• An interest in modern slavery 
 

• In sympathy with the work of the Church of England and the Anglican Alliance. 
 

 
GENERAL INFORMATION: 
 
Who we are and our values 
 
We in the National Church Institutions support the mission and ministries of the Church locally and throughout 
England. We work together in our teams, with those who serve in Parishes, Dioceses, Schools and other ministries and 
with our partners at a national and international level.  
 
We have developed our NCI ‘people’ values which are below, and we work with these regardless of whether we are of 
Christian faith, another faith or no faith; 
 
 

Excellence: we 
take pride in 
doing a good 
job 

• Understand the needs and expectations of those we serve and support 

• Take personal responsibility for solving problems and learn from what we do 
• Support what works but be open to and welcome change where it’s needed  
• Work with others to get the best Result for those we serve and support 

Respect:  
we treat 
everyone with 
dignity 

• Value people for who they are and embrace our differences 
• Listen and learn from each other, regardless of who or what we are 
• Set clear, realistic and fair expectations 

• Recognise achievement and support each other 

Integrity: we 
are 
trustworthy 

• Do what we have said we will do 

• Take accountability for what we do 

• Be open and straightforward with ourselves and others 
• Celebrate behaviours that support our values and challenge those that don’t 

Our training, policies, procedures and practices are all intended to support behaviours in line with our 
values and we expect all staff to uphold these.  
 
Diversity 
 
We understand the benefits of employing individuals from a range of backgrounds, with diverse 
cultures and talents. We aim to create a workforce that: 
 

• values difference in others and respects the dignity and worth of each individual 

• reflects the diversity of the nation that the Church of England exists to serve 

• fosters a climate of creativity, tolerance and diversity that will help all staff to develop to their full 
potential.  

 
We are committed to being an equal opportunities employer and ensuring that all employees, job 
applicants, customers and other persons with whom we deal are treated fairly and are not subjected 
to discrimination. We want to ensure that we not only observe the relevant legislation but also do 
whatever is necessary to provide genuine equality of opportunity. We expect all of our employees to 
be treated and to treat others with respect. Our aim is to provide a working environment free from 
harassment, intimidation, or discrimination in any form which may affect the dignity of the individual. 
 
Standards of Behaviour and Conduct 



 6 

 
Staff are expected to act at all times with due consideration for others and in a manner befitting their 
position as employees of the Church and as professionals, whatever their job. 
 
 
Health and Safety Responsibilities 
 
The NCIs take Health and Safety at work very seriously and require their staff to familiarise themselves 
with, and follow, their policy. 
 
Confidentiality 
 
Staff must not pass on to unauthorised persons, any information obtained in the course of their duties 
without the permission of their Head of Department. 
 

TERMS OF EMPLOYMENT: 
 
Salary: Salary will be within the NCI Band 6 categories.  
  
Pension Contributions: Non-clergy staff will be admitted to the Church Administrators Pension 

Fund (CAPF, DC Section). Clergy already in the Church of England Funded 
Pensions Scheme (CEFPS) will have the option of either remaining in this 
scheme or joining the CAPF scheme. 

 
There is no contracting – out certificate under the Pension Schemes Act 
1993 in force for this employment in relation to the CAPF and CEFPS. 
Both CAPF and CEFPS members are contracted-in to the State Second 
Pension. 

 
Hours of Duty: Normal hours of work are 35 per week, Monday to Friday with an hour’s 

unpaid break for lunch   
  
Annual Leave: 25 days paid leave per leave year. This is exclusive of public holidays and 

additional holidays approved by your employer.  
 
Season Ticket Loan: Staff are eligible to apply for an interest-free travel season ticket loan for 

their journey to and from work. 
 
Contract: The post is offered as a fixed term contract, subject to a three-months 

probationary period. 
 
 


