
 
 

 

Role Profile 

Job Title DAC Secretary (Church Buildings Advisor) 

Contract  Permanent  

Salary  £40,000 

Hours 35 hours per week  

 

Job Context 

The Diocesan Advisory Committee for the Diocese of Canterbury is a statutory body that 

exists to support parishes in the care and development of their church buildings and their 

church yards, and to advise the Diocesan Commissary General and Archdeacons on all 

Faculty or List B Applications. The Committee meets throughout the year and consists of a 

range of voluntary members and advisers each representing a different specialism or area of 

expertise (such as architecture, heating & lighting, church bells etc.). 

There are approximately 327 church buildings in the Diocese of Canterbury across 231 

parishes. Each year there are over 250 applications for a variety of works from routine 

maintenance to major redevelopment schemes that are considered by the DAC. 

As well as their statutory responsibilities in the processing of cases and supporting the DAC, 

the post also provides a comprehensive and friendly support service to clergy, 

churchwardens and parish volunteers. The successful candidate will offer helpful advice and 

guidance on caring for church buildings and churchyards, navigating faculty jurisdiction and 

signposting relevant resources and further support.  

An essential aspect of the work is to build excellent relationships with the deaneries and 

parishes acting as a bridge and conduit to the work of the DAC alongside co-ordinating with 

many other bodies involved in the work. It is here that the DAC Secretary plays a key role in 

initiating and encouraging contacts. 

Key Responsibilities  

1. As Secretary to the Diocesan Advisory Committee for the Care of Churches (DAC) 

to work closely with the Chair of the DAC to service committee business and act as 

an effective conduit between the committee and the parishes of the Diocese.  

 

2. Ensure that the Committee is presented with sufficient, accurate and timely 

information to allow them to make high quality decisions, balancing the needs of 

mission, community use and conservation. 

 

3. Take a strong customer service approach to act as the visible and friendly ongoing 
point of contact for clergy, church officers and parish volunteers. The post holder 

will provide solutions focussed advice relating to faculty applications, the work of the 

DAC, and the care and development of Church buildings and churchyards. 

 



 
 

 

4. Work closely with the Chair of the DAC, to ensure the composition and operation 

of the committee remains in line with its constitution and relevant legislation whilst 

ensuring a range of expertise, disciplines and experience represented. 

 

5. Maintain regular contact with the Diocesan Registrar and their team to ensure 

faculty applications are processed effectively and efficiently whilst supporting clergy, 

church officers and parish volunteers in the usage of the Online Faculty System 

(OFS) 

 

6. Work closely with all the Archdeacons to support them with their statutory 

responsibilities for church buildings whilst ensuring that relevant information and 
guidance is shared with clergy and parishes through appropriate channels. 

 

7. Promote good practice with regards to sustainable use and conservation of the 

historic and natural environment, forging close links key internal stakeholders and 

other agencies as required. 

 

8. Operate and maintain the statutory quinquennial inspection system for churches to 

advise architects and surveyors of its requirements and to provide to parishes a 

register of those professionals who are deemed suitable for such work 

 

9. Ensure good working relationships with other statutory bodies such as the Local 

Authorities and Historic England. 

 

10. Represent the Diocese at a local and national level in matters pertaining to the post 

holder’s area of work. 

 

11. Maintain effective records in line with best information governance practice and 

ensure the work and processes of the department are efficient and well organised.  

 

12. Undertake other tasks as may reasonably be required by the Diocese  

 

This list is not exhaustive and is intended to reflect your main tasks and areas of work.  Changes 

may occur over time and you will be expected to agree any reasonable changes to your job 

description that are commensurate with your salary and in line with the general nature of your post.  

You will be consulted about any changes to your job description before these are implemented. 

 

Contact with others 

Internal  Diocesan Secretary, Archdeacons, DAC Chair, DAC Committee members, 

Property Team 

 

External  Parish Clergy, Parish Officers, Area Deans & Lay Chairs, The Registry, 

Commissary General, Community Representatives, Heritage bodies 

 



 
 

 

 

 

Person Specification 

Qualifications/Education • Good level of education to degree level or 

equivalent experience 

Knowledge & Skills 

required 

Essential 

• Sympathetic understanding of the purposes of church 
buildings as centres of Christian worship and mission. 

• Knowledge of the use of church buildings and 
understanding of their architectural and archaeological 
development. 

• Interest in the broad fields of conservation or heritage 
management in England including planning legislation 
and the operation of the ecclesiastical planning system. 

• Knowledge and interest in the environmental 
sustainability of church buildings and climate change 
issues. 

• Ability to learn quickly with an aptitude and capacity to 
read and apply legal documents or regulated guidance. 

• Demonstratable evidence of a solutions focussed 
approach to complex, problem solving. 

• Strong organisational skills with demonstrable evidence 
of working under pressure with the ability to manage 
multiple deadlines   

Experience required Essential 

• Demonstratable relevant experience in the area of 

historic buildings and the historic environment 

knowing when to draw on the expertise of other 

organisations 

• Demonstratable experience of servicing committees 

and ensuring that they adequately deliver against 

their responsibilities. 

• Operating in a professional environment such as 

legal services or a large charity or public sector 

organisation  

 

Aptitudes & personal 

qualities required 
• Ability to build excellent relationships and value all 

kinds of people and traditions within the Church of 

England and to be able to relate confidently and 

appropriately to people in a wide range of roles. 

• Ability to communicate in a clear, lively and friendly 

manner both in writing and verbally 



 
 

 

• Able to relate well and build excellent relationships 
at all levels communicating difficult issues in a form 
that is accessible to all.  
 

Circumstances • The successful candidate will be expected to work 

on occasional evenings or weekends for which they 

would accrue time off in lieu. 

• The post holder will be required to travel across 

the Diocese for meetings, so the ability to drive to 

remote locations and work flexibly is a necessity. 

 

Equalities and 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, those we serve and other persons with whom we help and 

support 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 

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. 

 

Safeguarding 

All employees are required to adhere to legislation, guidance and recognised good practice 

in all aspects of Diocesan Safeguarding Policy 

https://www.canterburydiocese.org/safeguarding 

If required by the post, the Post holder must have an up-to-date Disclosure and Barring 

Service (DBS) clearance and undertake an appropriate level of Safeguarding Training. 

Data Protection and Security of Information 

The Post holder must act in compliance with data protection principles and GDPR in 

respecting the privacy of personal information held by Diocesan House and the Diocese. 

The Post holder must comply with the principles of the Freedom of Information Act 2000 in 

relation to the management of Diocesan House records and information.  

 

Health and Safety 

https://www.canterburydiocese.org/safeguarding


 
 

 

The Post holder must carry out their duties with full regard to the Diocesan Employee 

Handbook, including Equal Opportunities and Health & Safety. 


