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Job Title:

CHURCHES CONSERVATION & DEVELOPMENT OFFICER
Based at:

The Diocesan Office, St. Asaph

Hours:

21 hours per week 





Salary:
£15,000 - £20,000 p.a. (pro rata), depending upon experience, plus 15% non-contributory pension benefit.

Annual Leave:
25 days p.a. (pro rata)

Reporting to:
Administration & Resources Officer

JOB DESCRIPTION

JOB PURPOSE
To play a key role in shaping and administering the work of the Diocesan Advisory Committee for the Care of Churches; to assist parishes in finding appropriate solutions for church buildings and sites that meet the developing needs of the parishes whilst conserving and enhancing the architectural and/or historical significance of each church and place.

KEY RESPONSIBILITIES
1. To assist parishes in understanding their church building and sites and to advise parishes of the issues and processes relating to the planning of maintenance, repairs, alterations and developments.

2. To assist parishes in realising the possibilities of their physical resources to encourage greater and more diverse usage, thereby increasing the ability to retain and improve the church’s physical assets in serving its mission and ministry.

3. To continue to develop links between the Diocesan Advisory Committee for the Care of Churches, the Churches & Pastoral Committee, and the wider diocese.

4. To play an active part in the publication of advice and guidance to churches and other stakeholders.
5. To oversee the administration of the DAC
Key Working Relationships with:

· The Diocesan Advisory Committee

· The Archdeacons of Montgomery, St Asaph and Wrexham 
· The Diocesan Secretary

· The Diocesan Registrar
· Parish representatives and their professional advisers

· The Churches & Pastoral Committee

· Statutory and local amenity societies

DUTIES AND RESPONSIBILITIES:

1. Engage in dialogue with parishes and others, assisting towards the planning of alterations and developments to churches and church sites; receive faculty petitions from parishes and assess the key features of each project.
· To maintain a working knowledge of the Faculty Rules as contained in the Constitution of the Church in Wales
· Work with the DAC to advise parishes and their professional advisers on good practice procedures for the maintenance and management of church buildings, where to locate advice on good conservation practice and sources of specialist advice;

· Advise on the preparation of Statements of Significance and of Statements of Need
· Develop strategies for buildings at risk. 
2. Undertake, as requested, the coordination and preparation of casework for the DAC, including:
· Preparing files for DAC meetings, in respect of initial submissions and later

detailed applications; providing résumés on earlier progress
· Meeting applicants, advising them as to the feasibility of proposals and the

timetable for them to be considered, identifying when proposals need to be

reconsidered and advising applicants thereof; noting and communicating actions required
· Communicating and explaining the advice of the DAC and decisions of other

committees to parish representatives and other applicants
3. Enhance links between the work of the DAC and the work of the Diocesan Churches & Pastoral Committee. Promote good communications with local authorities, CADW, and other agencies:-

· Logging in and administration of the DAC casework
· Joining visits to churches with other DAC representatives
·  Providing advice to senior staff as required
· Taking part in planning meetings between relevant officers 
· Developing partnerships with Local Government and other interested bodies

to enable church buildings to be a catalyst for economic regeneration.

4. To play an active role in the DAC’s education and information programme, including in the design and delivery of accessible presentations, publications and website content.
· To assist in the development of the website content and associated advice to parishes
· To assist in compiling and editing new DAC guidance literature

· To keep parishes informed of any changes to procedures, legislation and new initiatives. 
5.  To oversee the administration of the DAC
· To arrange meetings of the Diocesan Advisory Committee and Churches & Pastoral Committee, and take minutes of the meetings. 
· To notify the Diocesan Registrar of the Committee's decisions and recommendations 
· To maintain a list of members of the Diocesan Advisory Committee and Churches & Pastoral Committee and to seek nominations from the Bishop or Standing Committee for replacements as necessary 

· To administer redundancy procedures for churches, including the disposal of artifacts
6. To contribute to the efficient running of the General Office. 

· To be an active and key member of the small General Office team. 
7. Any other duties that are commensurate with the post

Completed application forms should be sent to:

Karen Williams

Administration & Resources Officer

Diocesan Office

High Street

St Asaph

LL17 0RD

01745 532587

karenwilliams@churchinwales.org.uk
CLOSING DATE FOR RECEIPT OF APPLICATIONS:  FRIDAY 19 MARCH 2010
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