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ROLE PROFILE FOR 
ASSISTANT CHURCH 
BUILDINGS OFFICER 

 

Ab ou t  t h e  Na t ion a l Ch u r ch  In s t it u t ion s  (NCIs) 
 
Th e Nation al Chu rch  In s titu tions  com prises  a  wid e varie ty of team s, p rofess ions  and  fun ctions  
th at sup p ort th e  m iss ion  and  m inistries  of th e  Chu rch  of En glan d  in its  vis ion  to b e a  ch u rch , 
cen tred  on  Jesu s  Ch ris t, for th e  wh ole  n ation  - a  ch u rch  th at is sim p ler, hu m b ler, b old er. 
 
We  In clu d e . Yo u  Be lo n g. 
 
Ou r Belon gin g and  Inclu sion  Stra tegy aim s for everyon e in  th e  Nation al Ch u rch  In stitu tion s  
(NCIs) to feel th at th ey b elon g, an d  are  valu ed  for wh o th ey are  an d  wh at th ey contrib u te . 
Togeth er, ou r p eop le  contrib u te  in differen t ways  toward s  ou r com m on pu rp ose, which ever NCI 
th ey work in  and  wh atever th eir b ackgrou nd . 
 
Livin g out ou r valu es in a ll th at we d o, we: 

• Strive for Exce lle n ce  
• Sh ow Co m p a ss io n  
• Re sp e ct  oth ers 
• Co lla b o ra t e  
• Act with  In t e gr it y 

 
We b elieve ou r com m itm en t to b elon gin g and  inclus ion  fu els  ou r p rogress  and  d rives us  forward .  
Th e NCIs  are  a  safe , inclu sive workp lace for p eop le  of a ll b ackgrou nd s  an d  walks of life . We 
welcom e app lication s from  p eople  of a ll fa ith s and  of n o fa ith . We wan t to en cou rage ap plications 
from  a d iverse  grou p of p eop le  wh o sh are  ou r valu es .  Even if you  h ave n ever th ou ght ab ou t 
workin g for us  b efore , if you  h ave th e  skills  an d  exp erience we’re  lookin g for th en we wou ld  like 
to h ear from  you . 
 

Abou t  t h e  de pa r t m e n t  
Th e Cath ed ral and  Ch u rch Bu ildin gs  Dep artm en t su pp orts th e  care  and  sus ta in ab le  d evelop m en t 
of th e  Ch u rch of En glan d’s 42 cath ed rals and  16,000 ch u rch b uild in gs , of wh ich 12,500 are  lis ted , 
to h elp  fulfil th e  vis ion  and  stra tegy of th e  Ch u rch of En gland . It  a lso su pp orts  d ioceses  with  th e 
d isp osal of chu rch  b uildin gs  n o lon ger requ ired  for worsh ip  and  fin din g th em  a n ew fu tu re .  
 
Th rou gh  ad vice, guid an ce, ad vocacy an d fu nd raisin g, we p rovid e stra tegic sup p ort on 
con servation  an d  carin g for h is toric chu rch  bu ild in gs , m akin g ch an ge to su pp ort worship  and 
com m u nities , an d  workin g towards  Net Zero Carb on  2030. Mem b ers  of th e  d ep artm en t en gage 
with  d ioceses , p arish es  and  cath ed ral team s, as  well as  n ation ally with  govern m ent, agen cies , 
ch arities , fu nd ers , Gen eral Syn od  an d  across  th e  Nation al Ch u rch  In s titu tions  to m ake th e case  for 
chu rch  bu ildin gs  and  th eir vita l role  in worship , com m u nity and  our n ation al life . Th e Ch u rch 
Bu ild in gs Cou ncil is a  s ta tu tory b od y resp ons ib le  for ad vis in g Ch an cellors , d ioceses an d p arish es 
on  facu lty ap plication s . 
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Wh a t  you ’ll be  do in g 
Th e Ass is tan t Ch u rch Bu ildin gs  Officer will b e  resp on sible  for th e  p rod uction  of rep orts 
sum m aris in g th e  history and  significan ce of ch u rch  bu ildin gs  and  assess in g th e  im p act of 
p rop osed  ch an ges . You will ass is t  with th e  p rovis ion of gen eral gu id ance an d ad vice a t d iocesan 
an d  local level. 
 
As  a team  p layer th e  role  h old er will b e  a  resp ons ib le  case-worker, ab le to p rovid e exp ert ad vice 
on  p rop osals , h avin g assessed  th e s ign ificance and  n eed s  of chu rch  b uild in gs , b alancin g th em  with 
th e  im p act on  th e  his toric ch u rch . Th e p os th old er will con tribu te  to th e  p rep aration of rep orts for 
chu rch  b uild in gs cons id erin g closu re , researchin g an d assess in g th eir s ign ificance and  p oten tia l 
sus ta in ab ility.  
 
Th is role  will a lso requ ire  up d atin g an d d evelopin g gu id ance for p arish es  and  d ioceses . 
 
MAIN DUTIES AND RESPONSIBILITIES  
 
Pro vid e co n s is t e n t , p r a ct ica l a n d  t im e ly a d vice  

• Provid e written ad vice, followin g th e ad vice of th e  Cou ncil wh ere  app rop ria te , in  resp onse 
to p rop osals  for ch u rch bu ild in gs , an d  ad vise  on  th e  wid er u se  of th e  bu ild in g in  ad dition  
to worsh ip .  

• Provid e ad vice on  a  d elegated  b as is , followin g th e Coun cil’s  p ub lish ed  p olicy and  
p reced en ts , takin g in to accoun t th e  role  of th e  ch u rch  as  a  cen tre  of worsh ip  and  m ission .  

• Con trib u te  to th e  p rep aration of rep orts  on th e  arch aeological, art his torical, ecological 
an d  arch itectu ral valu e of chu rch es  wh ich  are  b ein g cons id ered  for closu re .  

 
Su p p o r t  p o licy a n d  ca m p a ign in g in it ia t ive s 

• Id en tify is su es  of gen eral con cern  and  p articip ate  in on goin g in itia tives  an d th e s tra tegic 
d evelop m en t of chu rch  b uildin gs .  

• Keep  up  to d ate  with  th e  s tra tegic work of th e  Dep artm en t and  th e wid er ch u rch h eritage 
sector, to in form  resp on ses to casework.  

• Prep are  an d  up d ate  gu id an ce for th e  care  and  ad aptation of chu rch  b u ildin gs .  
 
Su p p o r t  t h e  Ch u rch  Bu ild in gs  Co u n cil (CBC) a n d  St a t u t o ry Ad viso ry Co m m it t e e  (SAC)  

• Take n otice  of exis tin g p olicies  of th e  Coun cil in  form in g ad vice and  to id entify 
op p ortun ities  for d evelopm en t of th e  Coun cil’s  p olicies , esp ecially in  rela tion to ch u rch 
b u ildin gs , th eir con ten ts  and  th eir chu rch yard s.  

• Keep  up -to-d ate  with  re levan t p olicy in itia tives  inclu din g contes ted  h eritage, n et zero 
carb on  an d  eq u al access  an d  to use  this kn owled ge to in form  rep orts and  
recom m end ations  and  to create  p ositive  p reced ents .  

• Su p p ort th e  op eration  of th e  CBC an d SAC b y p rep arin g rep orts in a  tim ely m ann er an d 
ass is tin g with  th e  sm ooth run nin g of th e  m eetin gs .  

 
You r job  d escrip tion  is  in ten d ed to reflect you r m ain tasks and  areas  of work, b u t is  n ot exh au stive .  
Ch an ges  m ay occu r over tim e and  you  will b e  exp ected  to agree an y reason ab le  ch an ges  to you r 
job  d escrip tion  th at are  com m en su rate  with  you r b and in g an d in  lin e  with th e  gen eral n atu re  of 
you r p os t.  You  will b e  con su lted ab ou t an y ch an ges to you r job  d escrip tion  b efore  th ese  are  
im plem ented . 
 



 
 

March 2024 

Abou t  You  
Th e Chu rch of En gland is  for everyon e and we wan t to reflect th e  d iversity of th e com m u nity th e 
Ch u rch  serves  across  th e  wh ole  cou ntry. Th erefore , wh ile  of cou rse  we welcom e all ap plications 
from  in teres ted  and  suitably exp erien ced p eople , we wou ld p articu larly welcom e ap plican ts  from  
UK Min oritised  Eth nicities  (UKME)/Glob al Majority Heritage (GMH) an d oth er un d er-rep resented 
grou p s . 
 
Esse n t ia l 
Knowledge/Experience 

• Sym p ath etic un d ers tan din g of th e  pu rp oses  of chu rch  b uild in gs  as  cen tres  of Ch ristian 
worsh ip  and  m iss ion .  

• Kn owled ge/exp erien ce of th e  u se  of ch u rch bu ildin gs , th eir con ten ts an d ch u rch yards  an d 
u nd ers tand in g of th eir architectu ral an d arch aeological d evelop m en t. 

• Kn owled ge/exp erien ce of th e  fie ld s of con servation  and  h eritage m an agem ent in  En gland  
in clud in g p lann in g legis la tion  an d  th e op eration  of th e  sys tem s .  

• Kn owled ge and  in teres t in  th e  extend ed  u se of ch u rch  b uild in gs .  
• Kn owled ge/exp erien ce of th e  ch allen ges exp erienced  b y th e  Chu rch  of En glan d in 

m ain tainin g its  his toric b uild in gs in often  difficult  circum stan ces .  
• Proven  exp erien ce in casework on  ch u rch or oth er h is toric bu ildin gs .  
 

Skills & Abilities: 
• Ab le to take resp on s ib ility for th eir own work.  
• An  ability to th in k clearly ab ou t ad m inis tra tive  p roced u res and  h ow to im p lem en t th em  in 

a  s tra ightforward  way, with ou t losin g s igh t of th e  valu es which  th e p rocedu res  are  th ere  
to serve.  

• An  ability to write  an d sp eak clearly and  to th e  p oin t to p ersu ad e a  wid e ran ge of 
au d iences .  

• A good  workin g kn owled ge of th e  u se  of in form ation  techn ology in  th e  office  
en viron m ent.  

• Flexibility and  ad ap tab ility in  th e  face of ch an gin g req uirem en ts .  
• A p ro-active team  m em b er, ab le  to com m un icate  and  work creatively with  colleagu es . 
• Effective tim e m an agem en t skills .  

 
De s ir a b le  
Knowledge/Experience 

• Kn owled ge and  in teres t in  th e  en vironm en tal su sta in ab ility of ch u rch bu ild in gs an d 
clim ate  ch an ge issu es . 

• Kn owled ge and  u nd ers tand in g of divers ity an d eq u al access cons id erations . 
• Previou s  exp erien ce in  an  organ isation  con cern ed with  th e  conservation of h is toric 

b u ildin gs  and  th eir p lann ed  d evelop m en t. 
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Va ca n cy Su m m a r y 
 
JOB TITLE: Ass is t a n t  Ch u rch  Bu ild in gs  Office r 
 
NCI ENTITY: Ch u rch  Com m iss ion ers 
 
DEPARTMENT: Cath ed rals  & Ch u rch  Bu ildin gs 
 
GRADE: Ban d  5 Stan d ard Poin t  
 
SALARY: £40,572 
 
WORKING HOURS: 35 
 
PRIMARY OFFICE LOCATION: Ch u rch  House, Great Sm ith  Street, Lon d on  SW1P 3AZ  
 
HYBRID WORK ARRANGEMENTS: Req uirem en t to com e in to p rim ary office  location 

ap p roxim ately twice a  m on th 
 
IS HOMEWORKING A REQUIREMENT 
FOR THE ROLE?: Yes  ☐ No ☒ 
 
IF NOT A REQUIREMENT, IS THE  
ROLE SUITABLE FOR HOMEWORKING?: Yes  ☒ No ☐ 
  
CONTRACT TYPE: 12 m on th  Fixed -Term  
   
IS A DBS CHECK REQUIRED? ☐ 
IF YES, WHICH LEVEL  Select level of DBS Ch eck requ ired 
 
IS A FAITH-BASED GOR  ☐ 
APPLICABLE FOR THIS ROLE? 
 
ORACLE POSITION CODE: 8103488 
 
COST CODE:  11143 
 
PARENT POSITION:  Ch u rch  Bu ildin gs Man ager 
 


	ASSISTANT CHURCH BUILDINGS OFFICER
	MAIN DUTIES AND RESPONSIBILITIES

	JOB TITLE: Assistant Church Buildings Officer
	NCI ENTITY: Church Commissioners

