City Deanery Buildings & Projects Officer
Hours: 25 per week   
Salary: £28,840 (TBC pro rata amount)
Location: The post holder will be required to work from various locations to best aid their current projects these include churches in City Deanery and the Diocesan Offices at Hillside House.

Churches across the City Deanery share a commitment to caring well for their buildings and using them creatively to support flourishing mission and ministry.
The City Deanery is seeking to appoint an enthusiastic, organised, and proactive Buildings & Projects Officer to provide specialist administrative and project coordination support to parishes across the Deanery. This is a shared resource role, designed particularly to support churches with limited local capacity to manage building maintenance, repairs, health and safety, and development projects.
The postholder will be accountable to the Co-Area Deans of the City Deanery. Some travel within the Deanery will be required. 
Job Purpose
The Buildings & Projects Officer will provide time-limited, project-based administrative and coordination support to churches across the Deanery, enabling them to progress building maintenance, repair, and development projects effectively and responsibly.
This will include support through Church of England faculty permission processes, grant applications, and project coordination, helping churches to navigate complex systems with confidence and clarity. At any one time, the postholder will typically support 3–5 churches, depending on project complexity.
Priorities will be agreed periodically with the Co-Area Deans, in consultation with churches.
Key Responsibilities
Buildings Administration Support
· Provide administrative support to churches undertaking building maintenance or development projects, including matters relating to health and safety
· Assist with faculty applications and permissions, liaising with diocesan offices and relevant committees
· Support churches in obtaining quotes, coordinating contractors, and maintaining project documentation
· Help PCCs navigate diocesan and statutory processes relating to church buildings
· Review existing systems and processes and make recommendations to improve efficiency and good practice
Grant Funding
· Identify and research potential funding sources for church building projects
· Assist churches in preparing grant applications and supporting documentation
· Establish systems to track grant deadlines, claims, and reporting requirements
Project Coordination
· Work alongside clergy and PCC representatives to clarify project scope, priorities, and next steps
· Set up and maintain appropriate project management systems, including schedules, action tracking, and reporting
· Monitor progress against agreed milestones, following up actions where necessary
· Proactively support communication between churches, contractors, architects, system suppliers, and diocesan teams
· Identify and help mitigate risks or issues that may impact project delivery
· Research relevant topics as required and prepare clear notes, reports, or briefing papers
· Prepare and present progress reports to clergy and PCC representatives as needed
Deanery Support
· Work with the Co-Area Deans to prioritise churches most in need of support
· Share advice, learning, and best practice in buildings administration across the Deanery
· Develop clear, accessible guidance and templates to help churches manage future projects more confidently
· Provide administrative support, including responding to correspondence, enquiries, and requests for information
Capacity Building
· Help churches establish simple, sustainable administrative systems for buildings management
· Enable learning and shared experience between churches across the Deanery



Person Specification
	Essential
	Desirable
	Personal Qualities

	· Strong organisational and administrative skills.
· Experience coordinating projects or managing complex administrative processes. 
· Experience of writing or supporting grant applications.
· Ability to manage multiple stakeholders and competing priorities.
· Clear and confident  written and verbal communication skills.
· Ability to work independently while collaborating with clergy and church volunteers.

	· Experience or working with heritage buildings, property management, or construction administration.
· Familiarity with church structures or charity governance.
· Understanding of the Church of England faculty system.
· Knowledge of health and safety compliance.

	· Highly organised, proactive and able to simplify complex processes
· Patient and supportive when working with a range of stakeholders, including  volunteers
· Collaborative and relational in working across multiple churches
· Ability to prepare and present reports clearly and concisely  
· An understanding of, and sympathy with, the mission and ministry of the Church 



