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JOB TITLE: Support Officer, Living in Love and Faith Project 
 
GRADE:   Band 6 
 
LOCATION:   Church House, Great Smith Street, Westminster, SW1P 3AZ 
   
ACCOUNTABLE TO: Enabling Officer, Living in Love and Faith Project and Pastoral 

Advisory Group 
 
RESPONSIBLE FOR: None 
 
KEY RELATIONSHIPS: This post is located within the Archbishops’ Council Central 

Secretariat team, although its remit requires relating to a 
number of departments and teams across the NCIs and 
Lambeth Palace. Key relationships are with the following: 

Enabling Officer for Living in Love and Faith and the Pastoral 
Advisory Group; the bishops (and their administrative staff) 
who chair the Co-Ordinating Group, the Thematic Working 
Groups and the Pastoral Advisory Group; the members of 
these groups and the NCI staff who support them as follows: 

Co-Ordinating Group Bishop of 
Coventry 

Enabling Officer 

Biblical Studies 
Working Group 

Bishop of 
Sheffield 

Chaplain to the 
Archbishop of 
Canterbury 

Theology Working 
Group 

Bishop of 
Chichester 

Theological Adviser to 
the House of Bishops 

History Working 
Group 

Bishop of 
Winchester 

Archbishop of 
Canterbury’s 
Ecumenical Adviser 

Sciences Working 
Group 

Bishop of 
London 

Director of Mission and 
Public Affairs 

Pastoral Advisory 
Group 

Bishop of 
Newcastle 

Enabling Officer 

 

THE NATIONAL INSTITUTIONS OF THE CHURCH OF ENGLAND 

MANAGING EMPLOYER: ARCHBISHOPS’ COUNCIL 
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BACKGROUND: Following the February 2017 Group of Sessions, the 
Archbishops of Canterbury and York committed themselves 
and the House of Bishops to two new strands of work on 
human sexuality:  the creation of a Pastoral Advisory Group 
and the development of a substantial Teaching Document on 
the subject.  The production of the Teaching Document – now 
named Living in Love and Faith: Christian Teaching and 
Learning about Human Identity, Sexuality and Marriage – is an 
extremely complex project overseen by a Co-Ordinating Group 
headed by the Bishop of Coventry, and with multiple Thematic 
Working Groups reporting into the Co-Ordinating Group.  The 
aim is to conclude the project by the end of Q2 2020.   

 
The post-holder will play an important role in providing 
administrative support to the Enabling Officer to ensure the 
successful delivery of this complex and high-profile project by 
this deadline. This will include building and maintaining a 
website that serves the project’s public-facing requirements, as 
well as its needs for an effective and secure intranet.  
 

  
JOB SUMMARY: The primary purpose of this role is to provide efficient and high 

quality administrative and web support for the work of the 
Living in Love and Faith project as well as the Pastoral 
Advisory Group. These complex, sensitive and high profile 
pieces of work require a neutral, professional approach to 
servicing the work under discussion; exceptional commitment 
to the success of the project and an understanding of its scope 
and purpose; and some flexibility in relation to the multiplicity 
and diversity of tasks that this work entails.  

 
 

MAIN DUTIES AND RESPONSIBILITIES: 
 

1. Organise meetings, some of which are large and complex: 

• Arrange, book and liaise with venues for meetings, some of which are residential 

• Liaise with and inform attendees about arrangements  

• Prepare materials for often complex processes for large numbers of people 

• Attend workshops and meetings as requested and assist with transcription of 
materials gathered at meetings 

2. Take meeting minutes when requested and ensure timely and efficient dissemination of 
Minutes and Agendas. 

3. Keep a record of responses received from various projects – such as the Wider 
Participation process. 

4. Carry out filing and archiving according to NCIs guidelines. 

5. Manage financial administration of the project such as processing expense claims, 
assisting with purchase orders and invoicing. 

6. Ensure conformity of document handling to the requirements under the GDPR and other 
systems-related requirements. 

7. Liaise with and organise the work of the transcriber of Wider Participation ‘interviews’. 
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8. Working together with the Enabling Officer, the wider project team and colleagues in the 
Communications Department develop and maintain a website for the Living in Love and 
Faith project that is creative, user friendly and offers engagement at multiple levels, 
including advising on the best plug-ins and applications to provide desirable features and 
functionality, and install them accordingly. 

9. Ensure the provision of a ‘members only’ section of the website with appropriate security 
arrangements 

10. Advise on and help create the content for the website by proofreading, editing, and 
posting text and graphics, alongside the Enabling Officer and a copy editor. 

11. Supporting the Central Secretariat Team when required in servicing General Synod and 
Bishops’ meetings, including attendance at meetings of the General Synod. 

12. Undertaking such other work within the Division as may reasonably be required. 

 
PERSON SPECIFICATION: 
 
Essential 
 
Skills/Aptitudes: 

• Excellent IT skills including proficiency with Microsoft Office programs (including 

Word, Excel, Outlook), web design, social media and desk-top publishing 

• Good written communication and strong attention to detail  

• Proven interpersonal and team working skills 

• Excellent organisational and time management skills with an ability to multitask 

• Ability to take initiatives, work without supervision and prioritise tasks as appropriate  

• Ability to grasp and analyse complex issues effectively 

 

Knowledge/Experience: 

• Experience of administration in a busy and changing environment 

• Experience of recent website design, development and maintenance  

• Interest in current issues in Christian theology 

• Familiarity with church life in the contemporary context 

 

Personal Attributes: 

• Discretion in dealing with confidential matters and sensitive issues 

• Ability to suspend personal convictions about human identity, sexuality and marriage 

and to operate in a neutral, professional manner with co-workers and members of the 

working groups 

• Friendly, approachable, efficient and willing to serve a diverse range of stakeholders 

• Commitment to the pursuit of excellence 

• Sympathy with and understanding of the ethos of the Church of England 

 
 

 
GENERAL INFORMATION: 
 
Who we are and our values 
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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 
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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:  £25,931 – 27,554 p.a. 
  
Pension Contributions: Non-clergy staff will be automatically enrolled in the Church 

Administrators Pension Fund (CAPF, DC Section) unless they 

choose to opt out. 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. 

 

The National Church Institutions have an income protection 

insurance arrangement. To be eligible for cover under this policy 

an employee must be a member of the CAPF DC section. 

Please note that insurance cover is not necessarily automatic 

and that underwriting may be required by the schemes in some 

instances.  Cover will be subject to any terms and conditions laid 

down by the insurance company. 

 

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 on a twelve-month fixed term contract which 

may be renewable. 
 
Timeframe:   To start in September 2018 or as soon as possible thereafter. 


