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Catholic TRUST fOR england and wales


CATHOLIC BISHOPS’ CONFERENCE OF ENGLAND AND WALES

Job Description and Person Specification 

Secretary to the Committee for Relations with Other Religions (Part-time)
Department of Dialogue and Unity
RESPONSIBLE TO:
The Secretary will be responsible to the Chairman of the Committee for Relations with Other Religions and the General Secretary.
ROLE PURPOSE:
The Secretary is an officer of the Bishops’ Conference General Secretariat, assisting the Bishop Chairman in his management of the Committee for relations with Other Religions within the Department of Dialogue and Unity of the Bishops’ Conference.
KEY RESPONSIBILITIES:
The Secretary will:

1. Implement the Bishops’ teaching document Meeting God in Friend and Stranger and other documentation produced by the Committee.

2. Ensure that the Bishop Chairman of the Committee for Relations with Other Religions is informed of any concerns, issues and events regarding the interfaith work, especially as they might impact on the work of the Committee.

3. Prepare the meetings, agendas and minutes of the Committee in consultation with the Bishop Chairman.

4. Represent the Bishop Chairman at events and meetings within the Bishops’ Conference and at interreligious and ecumenical groups as required by the Chairman.

5. Develop a working relationship with the Diocesan Interfaith and Interreligious Co-ordinators.

6. Develop a working relationship between the Committee and the Diocesan Interfaith and Interreligious Co-ordinators.

7. Collaborate with other Bishops’ Conference departments, committees and agencies including prison, university and healthcare chaplains on interreligious issues.

8. Co-ordinate the forwarding and publicising of the world faith festival greetings of the Holy See.

9. Inform the Catholic Communications Network (CCN) of interreligious news and events.

10. Work ecumenically on interreligious matters including keeping in touch with the interreligious activities of Churches Together in England (CTE), Churches Together in Wales (Cytun)  and Churches Together in Britain and Ireland (CTBI).

11. Keep informed of Government policies that have a bearing on interfaith and interreligious relations (e.g. equality issues or faith schools).

12. Work within the Bishops’ Department of Dialogue and Unity under the supervision of the Assistant General Secretary responsible for the department.

PERSON SPECIFICATION:
It is essential that the Secretary is:
· A practising and committed Catholic with a good understanding of the Church’s teaching and structures.
· Fully conversant with the Catholic Church’s teaching on interreligious dialogue.
· Knowledgeable of major world faiths and especially those present in England and Wales.
· Motivated to promote the Church’s teaching on interreligious dialogue within the Church in England and Wales though the Bishops’ teaching document Meeting God in Friend and Stranger.
· Experienced in interreligious relations.
· Willing to work in collaboration with the other Christian churches and organisations.
· Willing to work as part of a team.
· Able to lead and provide support and guidance as necessary.
· Highly experienced in interpersonal and communication skills, including adult formation.
· Able to plan and manage budgets in collaboration with the Assistant General Secretary of the Department of Dialogue and Unity and the General Secretariat Finance Department.
· IT literate and able to use Windows Office including Word, Excel, Outlook and Publisher.
TERMS AND CONDITIONS

· The employer is the Catholic Bishops’ Conference of England and Wales – the Catholic Trust for England & Wales (CaTEW). Registered Charity No 1097482.

· The role is permanent and part-time, on a 3 days per week basis.
· The role is subject to a 6 months probationary period.
· The salary will be £18,300 per annum. Salaries are reviewed annually.

· Place of work is 39 Eccleston Square, London SW1V 1BX.

· There is a Catholic Trust for England & Wales (CaTEW) pension scheme. This is a personal pension plan. CaTEW will match contributions up to a maximum of 6% of salary. There is a death in service policy which is three times basic salary.
· Annual holiday is 25 days plus public holidays for full-time employees, this is pro-rata’d for part-time employees depending on the number of days (5 of which are to be taken over the Christmas holiday).
· Expenses and subsistence allowances are in accordance with current CaTEW scales which follow Inland Revenue no liability guidelines.
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