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Dear Applicant   
 
Thank you for your interest in this role of HR Adviser within the Diocese of Exeter.  Please find 

enclosed in your pack the following documents: 

 

 HR Adviser role profile and person specification 

 Diocese of Exeter – who we are 

 How to apply 

 

Exeter is one of 41 diocese which covers the whole of England.  We have 491 parishes and 132 church 

schools extending across the county of Devon.  We have 603 church buildings which see more than 

25,000 people worshipping on an average Sunday, in addition to many thousands more of all ages who 

use the buildings or neighbouring Church halls on weekdays for church activities, community clubs and 

meetings.  All of this is supported by more than 200 clergy and around 50 staff in our central teams. 

 

With our vision to “Grow in Prayer, Make new Disciples and Serve the People of Devon with Joy” 

(http://exeter.anglican.org/who-we-are/vision-strategy/), via our 120 Mission Communities and the 6 

supporting goals that include a commitment to fostering more vocations, resourcing ministry, 

encouraging growth, providing training resources, developing online resources and serving and working 

with the community, we are at an exciting time. 

 

As HR Advisoe for the diocese your skills will be key in helping us to develop and execute the diocesan 

strategic HR plans to fulfil our strategic goals, as well as to ensure strong and effective management of 

our communications function. 

 

If you would like to have an informal discussion about this role, please do not hesitate to contact me. 

Yours faithfully 

 

 

Anthea Carter-Savigear 
 

Anthea Carter-Savigear 

Head of HR and Safeguarding 

 

 

 

 

 

 

 

 

 

 

 

 

 

http://exeter.anglican.org/who-we-are/vision-strategy/


 

         P a g e  3 | 9 

 
 

Role Details 

Role Title HR Adviser 

Department HR 

Salary £24,000 to £27,000 (dependent on experience) 

Accountable to Head of HR and Safeguarding (H-HR&S) 

Responsible for N/A 

Normal Place of 

Work 

The Old Deanery, The Cloisters, Exeter, EX1 1HS with the expectation of 

travel throughout the county of Devon (including Plymouth and Torbay) 

and the possibility of remote working arrangements by agreement 

Date of Issue  August 2018 

Nature of Work 

Role Purpose: 

 

In conjunction with H-HR&S:  

 To provide a proactive operational HR Service to Diocesan Bishops and to Diocesan 

colleagues across Devon. This will involve advising and leading on less complex aspects of HR 

from ER casework (absence, discipline, capability, grievance), to resourcing and restructurings. 

Some travel may be involved due to the geographical location of colleagues. 

 To provide a high quality, confidential and comprehensive service by providing administrative 

support to the various operational activities of HR including recruitment, payroll, occupational 

health, wellbeing and the provision of HR advice.  

 To provide management information on employee issues and administrative support for the H-

HR&S. 

 

Key Relationships: 

 

The job reports to the H-HR&S. It will work closely with: 

 

 Ecclesiastical Office Holders and EDBF employees to be a single point of contact for all HR 

queries and for the provision of data as and when required. 

 Safeguarding Administrator for the provision of employee data as and when required. 

 Payroll for the provision of accurate and timely payroll data. 

 Personnel at Church House for recruitment activities on Pathway. 

 Third party training, wellbeing and pastoral care specialists and resourcing suppliers to ensure 

that the services/resources are supplied in line with SLAs. 

 

Role Area Main Duties and Responsibilities 

HR Advice  To build and maintain strong relationships with departments in order to 

ensure that HR adds value to the organisation and assists departments to 

meet their strategic objectives. 

 To solve less complex staff issues through the application of professional 
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human resource knowledge and experience. 

 To provide technical advice to managers on less complex HR issues, 

through the application of best practice and consistency to ensure 

that the Diocese of Exeter operates within employment law and 

other relevant regulations. 

Appointing 
People 

 To manage all recruitment related activities.  To include preparing and 

managing material on Pathways, compiling new employee personnel files; 

requesting references; liaising with external suppliers. 

 To complete all recruitment administration accurately and in a timely 

manner. 

 To organise candidate induction/on-boarding. 

Developing 

People 

 

In conjunction with the H-HR&S: 

 To shape the culture of the Diocese of Exeter by up-skilling and coaching 

managers on ‘People’ issues. 

 To coach managers on both a 1:1 basis and in group training sessions to 

practically implement HR policies in order to manage absence, discipline, 

capability and grievance issues within their teams  

 To help drive leadership/skills development and resourcing practices 

to extend management capability especially in the areas of coaching 

and mentoring. 

Engaging 

People 

In conjunction with H-HR&S:  

 To ensure that engagement and remuneration policies are 

implemented and applied in a consistent and fair manner.   

 To conduct employee opinion surveys. 

 To effectively care for people by implementing wellbeing and pastoral 

care initiatives/services agreed by the Wellbeing and Pastoral Care 

Panel. 

 To implement a new grading framework to help with transparency.  

 To ensure legal compliance by reviewing and issuing a new Employee 

handbook, policies and procedures and T’s & C’s of employment. 

Culture In conjunction with H-HR&S: 

 To help drive thinking on how to further develop a culture which 

supports diocesan capabilities to realise strategic goals including the 

ambition to be a great place for ecclesiastical office holders and 

employees to serve and work. 

 To aid managers to review their team structures, devise new roles 

and accompanying job profiles. 

HR 

Administration 

Leavers: 

 To process and complete all documentation and HR information (leaver’s 

letter and exit interview questionnaire) in a timely manner and send to the 

relevant departments once completed. 

 To update HR System with any amendments. 

 To ensure Payroll is given all relevant documentation before Payroll 
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deadline. 

New Joiner Documentation: 

 To draft contracts of employment and other standard letters (e.g. 

resignation acknowledgements, probation confirmations, reference 

requests, mortgage requests etc.) for review and sign-off by the H-

HR&S.  
 To collate HR information of new starters, send to the relevant 

departments and produce reports to highlight any trends or areas for 

concern. 

 To complete all new joiner information. 

 To construct and maintain all staff files and database in line with policy e.g. 

complete and ensure accuracy. 

Payroll: 

 To update HR System with sickness and other absences and ensure Payroll 

is given all relevant documentation before Payroll deadline.  Place on 

personnel file. 

Secretarial Responsibilities: 

 To produce professional reports and presentations by fully utilising HR 

System, MS Word, PowerPoint and Excel. 

 To create personnel files, keeping accurate file notes, 

correspondence and records. Filing, maintenance and up-keep of 

personnel files and records. 
 To prepare standard letters for the H-HR&S to check and sign i.e. 

mortgage, letting, bank accounts references, regret letters etc. 
 To ensure invoices are approved and forwarded to the Finance department 

in a timely manner. 

 To provide ad hoc typing, faxing, photocopying and telephone cover. 
 To assist in the collection, management and presentation of key 

performance information together with production of performance reports 

for the Diocese of Exeter.  

 To collate, photocopy and distribute information as required by HR 

for various types of meetings and assist with room bookings, 

ordering of refreshments, providing the welcome to all departmental 

visitors and candidates where appropriate.  

HR Information 

Management 

 Assist and contribute to the implementation of HR systems, practices 

and strategic projects which are necessary to provide high standards 

of HR delivery.  

 To provide information and reports on key HR analytics, managing up 

to date personnel records, tracking and reporting on issues. 

Employee 

Relations 

In conjunction with the H-HR&S:  

 To ensure that the Diocese of Exeter is protected against litigation 

providing guidance to clergy, line managers and employees in relation to HR 

employment processes and procedures. To include initiating and 

implementing disciplinary matters and dealing with grievance and 

incapability issues. 

 To support ER initiatives including minute taking at disciplinary/grievance 

meetings and ensure these are typed up within 5 days after the meeting. 
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 To keep up to date with legislation and case law in order to recommend 

any changes to EDBF processes and procedures and then to review policies 

and implement any changes. 

 To work with external legal counsel on ER issues as and when 

required. 

 To advise on both short and long term absence cases and with OH 

advice, aid managers to address absence confidently and manage 

issues of capability and performance. 

Generic 

Responsibilities 

 Challenge to ensure what is fair, equitable and reasonable. 

 To assist in the implementation of diocesan change initiatives where 

appropriate. 

 To support the H-HR&S on project work, carry out research and 

assist with case management.  

 To undertake duties that may reasonably be expected. 

 To be consistent with the diocesan values. 

Person Specification 

 Essential Desirable 

Qualifications  CIPD qualified/ part qualified or 

equivalent and demonstrable HR 

experience. 

 Professional experience and 

relevant qualifications and/or 

education to degree level. 

Experience  Recent HR advisory/admin 

experience gained in an employee 

focused role or function. 

 Previous experience of working in 

a changing environment and able 

to demonstrate experience 

undertaking both HR and general 

administration. 

 

Knowledge  Up to date knowledge of good HR 

practice and employment law. 

 Numerate, with proven 

administrative and organisational 

skills. 

 Fully conversant with Microsoft 

Office packages, including 

Outlook, Word and Excel. 

 An understanding of the parish 

system and the wider organisation 

of the diocese. 

 Experience of committee 

administration. 

 Experience of using HR systems. 

 

Skills/Aptitudes  A ‘can do’ outcome focused 

attitude and approach.  

 Accuracy and attention to detail. 

 A pro-active approach to work 

and problem solving, and the 

ability to spot and deal with issues 

as they occur. 

 Ability to prioritise time and 

resources. 

 Flexible and organised approach 

 Sensitivity to the different 

cultures, traditions and activities 

within the Church and the need to 

maintain a consistent approach to 

clergy and non-clergy HR matters. 
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to work. 

 Able to work comfortably with 

competing priorities. 

 A confidence with the latest 

technology and able to use 

technology intuitively. 

Behaviours  Excellent communication skills, 

both verbal and written. 

 Ability to prioritise needs and 

provide an excellent HR service.  

 Ability to exercise initiative. 

 Ability and commitment to work 

collaboratively with colleagues.  

 Ability to respond creatively to 

new situations. 

 Proven presentation skills. 

 Ability to listen and communicate 

effectively. 

 Ability to develop understanding 

and effective relationships with 

clergy, parochial officers, the 

Bishop’s Staff and Old Deanery 

Staff. 

 Diplomacy, tact, patience, 

flexibility and a sense of humour. 

 

Personal  An empathy with the mission and 

ministry of the Church of England. 

 Commitment to anti-

discriminatory practice within the 

Church of England’s legal context. 

 Understanding of the Church of 

England, its parochial system   and 

the wider organisation of the 

Diocese. 

 Understanding the belief systems 

which shape the life of the Church 

and how this may affect 

safeguarding work in the context 

of the Church of England. 

Circumstances  Able to travel on occasion in 

Devon. 
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Diocese of Exeter: who we are  
 

A. Area, People and Community 

 
The Diocese of Exeter matches almost exactly the boundaries of the county of Devon, including Torbay 

and Plymouth.  We are a family of Christians, worshipping God in many different settings and groups. 

We are led by the Bishop of Exeter, and governed by Diocesan Synod which is made up of 

representatives from across the Diocese.  The central office is the Old Deanery, Exeter, where a small 

team work in areas such as safeguarding, property and finance to support the mission of our parishes. 

The population is circa 1.2 million and rising but the cost of housing is very high and there are issues of 

homelessness. The government wants a significant number of new homes to be built in the area, but 

there is much lively debate about where they might go. 

Historically Devon has been disadvantaged economically compared to other parts of Southern England, 

owing to the decline of a number of core industries, notably fishing, mining and farming. Agriculture has 
been an important industry in Devon since the 19th century.  

The attractive lifestyle of the area is drawing in new industries which are not heavily dependent upon 

geographical location. The Met Office, the UK's national and international weather service, moved to 

Exeter in 2003. Plymouth hosts the head office and first ever store of The Range, the only major 

national retail chain headquartered in Devon.  There are also a large number of military personnel (and 

their families) in several areas of the diocese and a fast growing student population driven by the 

expansion of Exeter and Plymouth Universities.   

Since the rise of seaside resorts Devon's economy has been heavily reliant on tourism. Recent revival 

and regeneration of its resorts, particularly focused around camping; sports such as surfing, cycling, 

sailing and heritage has been aided by the designation of much of Devon's countryside and coastline as 

the Dartmoor and Exmoor national parks, and the Jurassic Coast and Cornwall and West Devon Mining 
Landscape World Heritage Sites. The county's tourist revenue is circa £1.5 billion. 

Incomes vary significantly and the average is bolstered by a high proportion of affluent retired people. 

Devon has become marginally less deprived since 2010 when compared to the national picture. There 

are 24 areas in Devon in the least deprived 10% of areas nationally, and 39 areas that fall in the broader 

measure of the most deprived quartile of all areas in England – this is six more than in 2010. Around 

65,300 people live in these areas, or 8.7% of Devon’s population. There is a noticeable north-south 

division with much of East Devon, Teignbridge and the South Hams being less deprived than North 

Devon, Torridge and West Devon. 

B. The Church in the Community  
 
The diocese has four archdeaconries and a total of 491 parishes.  A great deal of the work of the church 

is done at a local level by the parishes and their Mission Communities. The diocesan teams support and 

encourage the work of the parishes, and also work with wider networks to the mutual benefit of the 

church and society at local, regional and national levels. 
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The diocese includes churches representing all shades of Anglicanism. This wide spectrum is welcomed 

and a healthy dialogue informs our diocesan view. All traditions play their full part in the life of the 

diocese. We are fortunate to have some 311 licensed clergy. Nearly 66% of these are stipendiary and 

supported by 174 Readers.  

 

The proportion of the population attending church is above the national average and overall numbers 

have grown, albeit only slightly. Parish clergy, authorised lay ministers and other lay members, including 

chaplains, are not only engaged with church schools across the diocese, but also with county and 

independent schools.  

Many parishes are involved with their local communities, not just by way of occasional offices, prayer 

and financial support, but in active engagement through projects such as CAP (Christians Against 

Poverty) Centres, Street Angels/Pastors, Food Banks and furniture recycling to needy families. 

 

C. Diocesan Teams  
 
There are around 50 staff, whose work is arranged to focus on a number of the goals of the diocesan 

vision and strategy, ‘Grow in Prayer, Make new Disciples and Serve the People of Devon with Joy’.  

 

The staff work in the following teams: Education, Mission & Ministry, Church & Society, 

Communications, Property & Church Buildings, Finance, Safeguarding, Vocations, Synod Office, 

Archdeacons Secretaries, Counselling & Pastoral Care Service and our exciting new Growing the Rural 

Church Project. 

 

How to apply 

 
To arrange an informal discussion about this role please contact us  

by email recruitment@exeter.anglican.org  

by phone: 01392 294975 

by post: The Old Deanery, The Cloisters, Exeter, EX1 1HS 

 

Closing date for applications is Friday 24 August 2018 

Shortlisting will take place w/c Monday 27 August 2018 

Interview date Thursday 6 September 2018 

 

Thank you for your interest. 

 

Anthea Carter-Savigear 
 

 

mailto:recruitment@exeter.anglican.org

