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THE NATIONAL CHURCH INSTITUTIONS 
 

MANAGING EMPLOYER: THE ARCHBISHOP OF YORK 
(IN HIS CORPORATE CAPACITY) 

 

BISHOPTHORPE PALACE 
 

JOB DESCRIPTION 
 

 
JOB TITLE: 
 

Executive Legal Officer 

CONTRACT TYPE: Permanent (0.8 FTE) 
 

LOCATION: 
 

Bishopthorpe Palace, Bishopthorpe, York, YO23 2GE 

ACCOUNTABLE TO: 
 

The Archbishop of York, line managed by the Deputy Chief of Staff 
 

BACKGROUND/JOB 
SUMMARY: 
 

The Executive Legal Officer supports the Archbishop of York on a number 
of his most important metropolitical functions, including clergy discipline 
and Canon C4 processes.  In addition, they provide support to the 
Archbishop’s team in other areas of legislation such data protection 
policies and procedures.   

The Clergy Discipline Measure (CDM) is the Church of England’s legislation 
which deals with any misconduct by clergy. By nature of this, it inevitably 
brings a high degree of sensitivity and confidentiality to the job, and will 
require the post holder to keep up to date with the main requirements of 
the Measure, Rules and Code of Practice.   

With regard to the above areas of responsibility, the post holder liaises 
with the Archbishop of York on potential CDM cases, past and current, and 
makes the necessary administrative arrangements, including research and 
preparation of correspondence and briefing papers, and liaison with staff 
connected with CDM issues within the Church of England. 

The post holder leads on data protection policies and procedures within 
the Office of the Archbishop of York, with the support and advice of the 
Registrar and Data Protection Officer.   

In addition, they liaise with the Archbishop of York regarding applications 
for Canon C4 faculties received from Diocesan Bishops in the Northern 
Province.    

This post gives an excellent opportunity to work in a small, friendly and 
busy office in unique and pleasant surroundings. The staff at Bishopthorpe 
Palace work as a small and close-knit team and support each other at busy 
periods with flexibility and good humour. 

 
KEY RELATIONSHIPS: Regular contact with the Archbishop of York, Deputy Chief of Staff, their 

Personal Assistant, and staff at all levels within Bishopthorpe Palace, in 
addition to the Provincial and Diocesan Registry of the Northern Province 
and the NCI Information Governance Office.  The post also requires 
contact with staff at Lambeth Palace, in particular the Bishop at Lambeth 
(Metropolitical) and their Executive Assistant;  staff of the Legal Office of 
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the National Church Institutions; Diocesan Bishops and their chaplains; 
Suffragan Bishops in the Northern Province; staff in the National 
Safeguarding Team; Diocesan Safeguarding Advisers; and other external 
organisations and people from a wide range of legal and ecclesial 
institutions. 
 

 
MAIN DUTIES & RESPONSIBILITIES: 
 
1. Clergy Discipline Measure 2003 (CDM) 

a. Responsible for the provision of senior administrative support to the Archbishop of York 

on the Clergy Discipline Measure 2003 (CDM). 

b. In accordance with the Measure, responsible for supplying information and entries for 

the Archbishops’ List to Lambeth Palace who compile the list of all those in Holy Orders 

on whom a penalty of censure has been imposed, and for keeping cases from the 

Northern Province under review and dealing with any related correspondence or 

administrative work. 

c. Responsible for the creation and maintenance of the CDM bring-forward and diary 

system, the weekly update list and various databases within MS Excel, ensuring 

information is kept up to date whilst maintaining a high level of confidentiality. 

d. Responsible for creating and maintaining the CDM personnel files, working with their PA 

to retrieve papers relevant to the CDM matters they are dealing with. 

e. Responsible for the provision of advice and administrative support to the Archbishop in 

respect of those who have completed their Limited Prohibition from ministry. 

f. To work under the direction of safeguarding professionals to develop systems to plan 

and manage work which interfaces with the CDM and arises from past case reviews. 

g. To remain alert to safeguarding issues that may arise within CDM complaints, liaising 

with safeguarding staff and giving consideration to the needs of victims/survivors of 

abuse. 

h. To attend CDM meetings and oversee minutes/agendas as appropriate.   

i. Responsible for liaising with the CDM Pastors and Assessors about cases for referral to 

them.  This includes overseeing and maintaining a record of names and contact details, 

considering replacements as necessary and noting when training is required – either for 

new members of the team of Pastors for York Diocese and Assessors for the Northern 

Province, or because of changed or new legislation.  Responsible for the development 

and delivery, as necessary, of training in respect of these roles. 

j. Responsible for keeping up to date with the main requirements of the CDM Measure, 

Rules and Code of Practice. 

k. Responsible for engaging fully with the emerging work of the revised CDM process, and 

participating in any further development discussions. 

l. To liaise closely with relevant staff at Lambeth Palace to ensure consistency of approach 

regarding the handling of CDM cases and processes across both Provinces of the Church 

of England.  
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2. Clergy (Ordination) Measure 1990 

a. In accordance with the Clergy (Ordination) Measure 1990, and in conjunction with their 

PA, to oversee the processing of applications for faculties to allow those who are 

divorced and remarried to be ordained, notwithstanding the impediment imposed by 

Canon C4.  

b. Where necessary, responsible for assessing applications and advising the Archbishop 

accordingly.  

c. In general, responsible for advising the Archbishop, Bishops and Diocesan Directors of 

Ordinands (DDOs) with regard to the candidates for ordination who need faculties. 

d. Responsible for the processing and advising on requests from members of Religious 

Communities and Church of England clergy for release from their vows. 

e. To keep up to date with the main requirements of the Clergy (Ordination) Measure 

1990 and associated Code of Practice. 

 

3. Overseas Permissions 

Responsible for reviewing Overseas Permission requests prior to submission to the 

Archbishop for signature, and for liaising with the Registrar and relevant Diocesan or 

Suffragan Bishops where appropriate.   

 

4. Data Protection Lead 

With the advice and support of the Registrar and NCI Data Protection Officer (DPO) and, in 

conjunction with the Office Manager, responsible for the implementation of data protection 

processes in line with NCI policies and procedures to include, but not limited to: 

a. Implementing NCI data protection policies and procedures. 

b. Ensuring that relevant data protection processes are in place, such as privacy notices. 

c. Being the first point of contact for the ICO and for individuals whose data is processed – 

fulfilling information rights’ requests (SARs etc.), with advice from the Registrar and Data 

Protection Officer, and ensuring responses are accurate, compliant and timely. 

d. Supporting members of the Bishopthorpe team in the processing of SARs, liaising with 

the Registrar as appropriate, and ensuring required deadlines are met, in accordance 

with data protection legislation. 

e. Informing and providing advice about the obligations to comply with the UK GDPR and 

other data protection laws. 

f. Monitoring compliance with the UK GDPR and other data protection laws, and with the 

office data protection polices, including managing internal data protection activities, 

raising awareness of data protection issues, training staff and conducting internal audits. 

g. Supporting staff to undertake data protection impact assessments with the help of the 

DPO. 

h. Ensuring that accurate records are kept of requests, responses, disclosures and 

exemptions and associated correspondence, in accordance with data protection 

legislation.  

i. Keeping up to date with statute law, case law and practice relating to information rights 

legislation, including participating in in-house seminars and external events. 
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5. Additional Responsibilities 

a. Responsible for providing occasional support on other formal and informal disciplinary 

and legal matters that fall to the Archbishop of York.  

b. To undertake safeguarding training commensurate with the role. 

 
All staff working at the Archbishop of York’s office share responsibility to promote and maintain a 
strong safeguarding culture with regard to children and vulnerable adults, including identifying the 
key actions they should take given their role and responsibilities. 
 
The main duties and responsibilities of the post are outlined in the job description.  This list is not 
exhaustive and is intended to reflect the main tasks and areas of work.  Changes may occur over 
time and you will be expected to agree any reasonable changes to the job description that are 
commensurate with the banding and in line with the general nature of the post.  You will be 
consulted about any changes to the job description before these are implemented. 
 
A comprehensive and supportive induction programme will be put in place for the post holder to 
ensure that they have all the information, access and contacts required to quickly acclimatise and 
excel in this role. 
 

This role is subject to a basic DBS check.   
 
PERSONAL SPECIFICATION: 
 
Essential 
 
Education: 

 Relevant professional qualification or demonstrable experience in a similar role. 
 
Skills/Aptitudes: 

 Excellent knowledge of IT: experience using MS Word, Excel, Publisher, Outlook, with good 
working knowledge of the mail-merge function and a networked computer system. 

 Proven experience of handling work requiring an eye for detail, with an exceptional level of 
accuracy. 

 Sense of responsibility that the work issued is of a consistently high standard with fast response 
times. 

 Proven ability to maintain the highest degree of confidentiality and to work with a can-do 
attitude. 

 Exceptional judgement in understanding and dealing with urgent and complex matters across a 
wide range of issues.  

 Experience of drafting and preparing correspondence, briefs, papers and other material.   

 Proficient communication and presentation skills, both oral and written, including a professional 
and approachable telephone manner, as contacts are at the highest level.  

 Good interpersonal and diplomatic skills.  The post holder will need the ability to deal with 
people at all levels and from all walks of life with sensitivity, courtesy and appropriate firmness, 
as required. 

 Exceptionally well-organised and methodical, with the ability to prioritise tasks. A self-starter, 
able to use initiative and good judgement, with an ability to quickly assimilate large amounts of 
complex information and disseminate in a clear and concise fashion.   
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 Proven ability to work calmly under pressure and to cope with conflicting priorities. 

 Fast and extremely accurate typing is required to manage the typing content involved in this 
position. 

 Ability to work collaboratively and as a member of a team. 

 Ability to advise colleagues at Bishopthorpe, the wider Church of England and members of the 
public accurately and effectively across a wide range of complex topics. 

 Ability to keep the Archbishop of York fully briefed at all times.  
 
Knowledge/Experience: 

 Knowledge of ecclesiastical legal matters, or the proven ability to quickly develop the knowledge 
required to deal efficiently with this complex brief. 

 Experience of dealing with a wide range of people in the course of work, including those at senior 
level and members of the public. 

 An interest in, and knowledge of, the work of the Archbishop’s ministry and the work and 
structures of the Church of England generally. 

 Experience of working in a legal environment, as a legal executive or equivalent. 

 Previous experience of working with information of a high degree of confidentiality. 
 

Desirable 
 

 Awareness of, and interest in, national and international politics and societal issues. 

 Experience of handling a legal brief, or a brief of similar complexity of that of the post holder. 

 Knowledge of the Church of England and its structures. 
 
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 
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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. 
 
As a member of the Armed Forces Covenant, we welcome applications from those of you who 
have served in our Armed Forces and their families. 
 
Standards of Behaviour and Conduct 
 
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: 
 
Starting Salary: Competitive salary commensurate with the role/responsibilities 
 
Pension Contributions: Non-clergy staff will be admitted to the Church Administrators Pension 
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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. 

 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. 

 The NCIs 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 28 hours per week. The structuring of hours 

is open to negotiation.   
 
Annual Leave: 25 days paid leave per leave year (20 days pro rata).  This is exclusive 

of public and additional holidays.  The leave year runs from 1st January 
to 31st December. 

 
Contract: The post is offered on a permanent contract, subject to a six-month 

probationary period.  

 
 


