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JOB TITLE: Project Coordinator, Archbishop’s Commission on 

Housing, Church & Community. 

 

GRADE:   Band 6 (3 days per week pro rata)  

 

LOCATION: Based at Church House, Westminster, with some 

national travel. 

 

ACCOUNTABLE TO: Social and Economic Affairs Adviser, Mission and 

Public Affairs Division. 

  

KEY RELATIONSHIPS: Chair and members of the Archbishop’s Commission on 

Housing, Church and Communities; MPA Social and 

Economic Affairs Adviser; MPA Divisional Support 

Team Coordinator; Director Mission and Public Affairs 

Division; colleagues in other divisions and National 

Church Institutions. Contacts in external organisations – 

e.g. housing charities, housing associations, think tanks 

and research units. 

 

BACKGROUND; In March 2018, the Archbishop of Canterbury published 

Reimagining Britain: Foundations for Hope. Building 

on a key chapter, ‘Housing – the Architecture of 

Community’, the Commission will seek to bring a 

distinctively Christian contribution to the debate on how 

to ensure people are well-housed, how local community 

life is fostered and in particular, how housing policy is 

directed to building well-functioning communities, 

evidenced by action among churches and the National 

Church Institutions. The Commission will be chaired by 

a senior financier and consultant with extensive 

experience of working with housing associations, 

supported by a lead Bishop and a group of leading 

theologians and senior figures with expertise in housing 

policy and practice. The church’s input is being made 

through the Mission and Public Affairs Division under 

the supervision of the Social and Economic Affairs 

Adviser.  

 

 

THE NATIONAL INSTITUTIONS  

OF THE CHURCH OF ENGLAND 

 

MANAGING EMPLOYER: ARCHBISHOPS’ COUNCIL 

 

MISSION AND PUBLIC AFFAIRS DIVISION 
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 The Mission and Public Affairs Division is responsible 

for the Church of England’s mission to society through 

the support of evangelism and mission initiatives in the 

local church, support of world mission partners, 

engagement with ethical issues in government and 

society, and other related areas of the church’s national 

work. It is accountable to the General Synod through the 

Archbishops’ Council.  

   

PURPOSE: The Commission’s Project Coordinator will give full 

support to the Chair of the Commission and to the lead 

staff team member working on this initiative, including 

administrative tasks as well as opportunities to be 

involved in development and outworking of this 

initiative. 

  

 

 

MAIN DUTIES AND RESPONSIBILITIES 

 

Throughout the life of the Commission, this post will involve a number of essential 

tasks such as: 

• Research and information gathering in support of the Commission.  

• Organising meetings of the Commission, including: booking meeting venues, 

liaising with members, producing and circulating agendas and supporting 

papers, taking minutes, dealing with members’ expenses  

• Reviewing and updating recent press reports and parliamentary work relating 

to housing and community-building. 

• Organising study visits and other ways to ensure that the Commission’s work 

is grounded in the experiences of people directly affected by the housing and 

related issues that the Commission is seeking to address.  

• Keeping in touch with other parallel initiatives relating to the Commission. 

When not employed in support of the Commission, to undertake other 

appropriate tasks as part of the MPA administrative team. 

 

As the work of the Commission develops, the role will develop to involve greater 

responsibilities such as: 

 

• Collecting and disseminating ‘stories’ or case studies about what dioceses, 

churches, and church-linked projects are doing to tackle housing issues in 

local communities. 

• Helping to develop resources and mechanisms to communicate key messages 

about the Commission, both to a church audience and to the media/ general 

public e.g. website content, short videos, newsletters, church resources, etc. 
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The main duties and responsibilities of your post are outlined above.  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. 

 

 

PERSON SPECIFICATION: 

 

Essential 

 

Education: 

• Education to A Level (or equivalent) or above. 

 

Skills/Aptitudes: 

• Excellent written and verbal communication skills. 

• Good numeracy skills. 

• Skills in research and information gathering 

• Ability to communicate confidently with people from a wide variety of 

backgrounds. 

 

Knowledge/Experience: 

• Good IT literacy, including Microsoft Word, Excel and Powerpoint. 

• Experience of working with committees, working groups and voluntary bodies. 

 

Personal Attributes: 

• The ability to work on one’s own initiative whilst also being a collaborative team 

player. 

• The ability to deliver accurate work rapidly. 

 

Circumstances: 

• Willingness and ability to travel within the UK, sometimes including overnight 

trips. 

 

 

Desirable 

 

Education: 

• Education to degree level or equivalent 

 

 

Knowledge/Experience: 

• Experience of managing campaigns and/or events 

• Knowledge of the structures of the Church of England 

• Knowledge of the housing sector. 

 

Circumstances: 

• Flexibility to arrange working days to suit the flow of work would be an 

advantage but not essential. 
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GENERAL CONDITIONS: 

 

Diversity 

 

Equal treatment amongst people from diverse backgrounds and with diverse 

perspectives is one of the central precepts of the Church of England’s mission and 

theology.  The Church of England and its national employing bodies value the richness 

which this equal treatment brings to the workplace.  It therefore has an equal 

opportunities policy in place.  This policy not only requires the employer to fulfil 

certain obligations but also places responsibilities on staff.  Staff found to be 

contravening the policy or acting outside its spirit will be subject to disciplinary action, 

which could lead to dismissal. 

 

The National Church Institutions wish to implement the terms of the Equality Act and 

are committed to improving opportunities for people with disabilities.  If you feel that 

you could carry out this post with some adjustments, please let the Human Resources 

Department know.  If you require particular arrangements made for interview etc. 

(signing, access), please indicate with your application form. 

 

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 

 

All NCI staff are required to ensure that they understand and accept the legal duties 

placed on them by the Health and Safety at Work Act not to endanger themselves or 

others and by the Management of Health and Safety at Work Regulations to co-

operate with colleagues and management in the control of health and safety at work 

and therefore: 

 

• to read and understand and abide by the NCI health and safety policy; 

• to make themselves familiar with accident and emergency procedures on their 

site; 

• to make themselves familiar with the findings of any departmental risk 

assessments which might affect them; 

• to inform their management team immediately of any health or safety 

deficiencies or dangerous situations or near misses; 

• to set a good personal example in respect of health and safety. 

. 

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. 
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TERMS OF EMPLOYMENT: 

 

This is a part time position of three days per week.  

 

Starting Salary: Salary starts at the probationary point of £25, 931 p.a. 

(pro rata) On satisfactory completion of the probationary 

period the salary will rise to the standard point for the 

band £27,554 p.a. (pro rata) 

  

Pension Contributions: Non-clergy staff will be admitted to 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. 

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 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. The leave year runs from 1st January to 

31st December. 

 

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 two-year fixed term contract, 

subject to a three-month probationary period. 

 

 

 

 


