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JOB TITLE:   National Stewardship and Resources Officer  
 
GRADE:    Band 2 
 
LOCATION: Flexible: Church House, Westminster or Alternative location with regular travel 

to Church House 
   
ACCOUNTABLE TO: Chief Finance & Operations Officer 
 
RESPONSIBLE FOR: National Leadership for promoting Stewardship across the Church of England 

Lead network of c. 50 Diocesan Stewardship Advisors 
Line Manager to Legacy and Funding Officer and Marketing Support Officer 

 
KEY RELATIONSHIPS: Diocesan Stewardship Advisers, Diocesan Finance Directors, Diocesan 

Secretaries, Parish Giving Scheme, National Stewardship Committee, Members 
of the Archbishops’ Council Finance Committee,  and the National Stewardship 
Committee, Head of Financial Policy and Planning, Director of Evangelism & 
Discipleship, Director of Finance – Operations, Charity Commission, HMRC, 
Clergy, Head of Procurement, 2buy2 (Parish Buying), procurement suppliers, 
representatives of other UK Churches, House of Bishops,  

 
BACKGROUND:   Scope of the role is national, working with dioceses, cathedrals and parishes to 

build, diversify and sustain parish income, and generate cost savings.  
    Goals include to maintain growth in annual voluntary income despite 

reduction in attendance, and doubling legacy income by 2021.  
Responsibilities include developing and agreeing policy and strategy, and 
developing and delivering effective programmes and resources to parishes 
and dioceses. 

 
Represents Church of England nationally with external bodies on stewardship, 
fundraising, Gift Aid and some charitable issues, and engages with 
Government and regulators on these issues. Advises on theology of 
stewardship and fundraising. 

 

JOB SUMMARY: To grow income across the whole Church of England in particular through the 

areas of Giving (circa £500 million pa); Gift Aid (£90 million pa), Legacies, 
Grants and other Fundraising, & Trading income; To encourage other 
innovative and commercial ways to increase income; And to enable churches 
to save money through wise stewardship of expenditure including making use 
of national purchasing arrangements.  

 

 
THE NATIONAL INSTITUTIONS OF THE CHURCH OF ENGLAND 

 
MANAGING EMPLOYER: CHURCH OF ENGLAND CENTRAL SERVICES 

 
FINANCE & RESOURCES 

 
JOB PROFILE 
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SCOPE OF JOB 
 

 

Policy/Strategy Development Identify, develop and encourage implementation of policy, strategy & practice  
    to lead to real terms growth in income.  
 
Initiative Development  Develop and roll out national initiatives which enable local impact e.g. Giving 

for Life, Parish Giving Scheme, Parish Buying, Legacies, Grants. 
 
Government Interface   National CofE lead for interacting with Government and Regulators  
    (Charity Commission & HMRC) on giving, Gift Aid and parish charitable issues.  
 
Network Management  Lead network of Diocesan Stewardship Advisers and Diocesan Secretaries in  
    implementing good practice for giving and fundraising. 
 
Build Capacity  Deliver training to i) clergy covering theology of stewardship, effective 

preaching about money, leadership of PCCs in resourcing their mission, and ii) 
PCCs in developing effective stewardship capability.   

 
Procurement  Provide leadership for the marketing and adoption of Parish Buying services to 

dioceses and parishes.  Work with the National Procurement Officer, NCIs 
Head of Procurement and 2Buy2 to ensure that Parish Buying provides most 
appropriate service to address the needs of Parishes. 

 
  
MAIN DUTIES AND RESPONSIBILITIES:  
 

Policy/Strategy Development        

• Identify, document, and promote the implementation of, policy and practice that enables real-terms 
growth in income. In particular, support dioceses as they consider strategic options and models for 
their approach to stewardship. 

• Advise the Archbishops’ Council, its Finance Committee, and the Dioceses on theology and practice in 
stewardship, generosity, giving and fundraising opportunities. 

• Represent the Church of England in developing a wider consensus on good practice in areas of 
stewardship, fundraising and similar matters with other UK churches, stewardship and other external 
generosity focused charities, the Institute of Fundraising and other organisations.  

 

Initiative Development            

• Develop, agree & promote adoption of national initiatives that improve the effectiveness of diocesan 
and parish stewardship practice.  

• Lead diocesan stewardship colleagues and external experts in developing, documenting and resourcing 
good practice – enabling parishes and dioceses to reapply proven success. 

• Initiate and champion national solutions where these make sense. For example in legacy fundraising, a 
national website, suite of leaflets, information pack and national information telephone line have been 
implemented. Although the Parish Giving Scheme is run by an external charity, promotion of the 
scheme is a key priority of the National Stewardship Committee.  

• In the area of procurement, the Parish Buying service currently offers both national contracts and 
procurement guidance, and operates in conjunction with a third-party company: 2Buy2.  The position 
holder will review the current model in conjunction with colleagues from the national church finance 
teams (in particular the Head of Procurement) in order to recommend opportunities to develop and 
enhance the approach. 
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Government / Regulator Interface         

• Seek to influence Government and key regulators (Charity Commission and HMRC) in the areas of 
giving, Gift Aid and other parish related finance issues, so that in as far as is possible, legislation and 
policy support the Church’s work in this area.  

• Work with the wider Third Sector in garnering support for the Church’s proposals and position, and 
thus broaden the coalition supporting such proposals to government. 

• Produce guidance notes and supporting materials for dioceses and parishes on implementing the 
relevant legislation and requirements. For example, a national set of materials was developed for the 
initial phase of PCC registration with the Charity Commission, and was adopted by all 42 dioceses.   

 

Teaching, Training and Preaching 

• Develop the capability of clergy to preach effectively on generosity, money and stewardship within the 
context of discipleship by delivering training events. Train parish officers in effective stewardship 
theology and practice.  

• Respond to invitations to speak on stewardship within a wide variety of situations. It is desirable, but 
not essential, for the post-holder to be able to preach at larger church and cathedral services.  

Network Management         

• Lead network of Diocesan Stewardship Advisers, Diocesan Chief Execs/ Secretaries in developing and 
implementing good practice for giving and fundraising. This will include advising on role, priorities and 
appointment of Diocesan Advisers. 

• Provide Continuing Professional Development opportunities for Diocesan Advisers to ensure skills and 
capabilities of the network are increasing. Provide CME training for clergy. 

• Serve as Secretary to the National Stewardship Committee, with its wider brief for resources and 
fundraising.  Exercise an executive role in representing the committee and implementing its policies.   

 

Procurement         

• Lead the marketing of Parish Buying services across the wider church as a key opportunity to ensure 
good stewardship of resources.  

• In collaboration with NCI finance colleagues, in particular the NCI Director of Finance-Operations and 
Head of Procurement, review the existing Parishes Buying model which was originally targeted to 
deliver £10 million annual savings to parishes within 4 years. Consider how best to develop and 
optimise the model to deliver the needs of the Church of England at Parish, Diocese and National level.  

 
The main duties and responsibilities of your post are outlined in your job description.  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 banding 
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. 
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PERSON SPECIFICATION: 
 
Experience 
 
Experience of leadership at a senior level with experience of leading and managing strategic change. 
Experience should incorporate many of the following: 

• Leading and managing change 

• Communications, marketing or PR 

• Development and implementation of strategy across complex organisations.  

• Significant fundraising responsibility 
 
 Competencies: 
 

• Highly effective written and oral communication, especially in presenting to large groups. 

• Very strong leadership and influencing skills 

• Creativity and innovation 

• Strong I.T. skills 

• Very strong self-motivator and initiator as the job requires much stand-alone working. 
 
Qualifications: 
 

• Professional Qualification: Membership of Institute of Fundraising, CIM (Marketing), CIPR (Public 
Relations), or similar desirable although not essential.   

 
Circumstances 
 
We would welcome applicants from any Christian background.  This post carries an occupational requirement 
for the job holder to be a practicing Christian (in accordance with the Equality Act 2010).  An active faith 
together with a personal commitment to the principles of Christian Stewardship are essential for the effective 
performance of key aspects of the role, along with establishing credibility with stakeholders. 
 
The role will require considerable travel throughout England and may require work during evenings and on 
Saturdays and Sundays. 
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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 
 
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. 
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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: Salary starts at the probationary point of £ 52,724 per annum. On satisfactory 

completion of the probationary period the salary will rise to the standard point 
for the band £ 55,910 per annum. 

  
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: 30 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 an open-ended contract, subject to a six month 

probationary period. 
 

Closing date for receipt of applications: 
 

The closing date for receipt of application is XXX 
 
Interviews:  


