
 

THE BISHOP OF ST ALBANS’ RESEARCHER AND ASSISTANT 
SECRETARY FOR PARLIAMENTARY AFFAIRS 

Job Description and Person Specification 

 

EMPLOYER   The Bishop of St Albans in his corporate capacity. 

 

ACCOUNTABLE TO: The Bishop of St Albans and the Church of England Secretary for 
Parliamentary Affairs. 

 

LOCATION:  Church House, Great Smith Street, London, SW1P 3AZ and 
occasionally at Abbey Gate House, St Albans.  

 

RESPONSIBLE FOR: None. 

 

KEY RELATIONSHIPS: The Bishop of St Albans and other members of his staff; Secretary 
and Deputy Secretary for Parliamentary Affairs; Director and Staff of 
the Mission and Public Affairs Division; Members of Parliament 
(Commons and Lords). 

 

BACKGROUND: The Bishop of St Albans wishes to appoint a researcher to help him 
with his work in the diocese and in the House of Lords. The person 
appointed will be employed as one of the Bishop of St Albans’ staff 
team. 

In order to maximise the effectiveness of the role, it will be based at 
Church House, Westminster, the national offices of the Church of 
England and operate as part of the church’s national Parliamentary 
Experience Programme, managed by the Parliamentary Unit at 
Church House. 

The Church of England Parliamentary Unit was set up in 2008 to 
serve all the National Church Institutions (the Archbishops’ Council 
the Church Commissioners, Lambeth Palace and Bishopthorpe) to 
build and maintain links with parliamentarians and to help the NCIs 
to engage more effectively with the Parliamentary process. The Unit 
is based within the Mission and Public Affairs Division of the 
Archbishops’ Council, which is concerned with building up the 
Church’s capacity to engage with society and with issues of public 
concern. The staff of the Unit work with MPA staff to enable policy 
issues to be followed through the political process and work also with 
staff of other Divisions and the other NCIs. 



The post is jointly funded by the Bishop of St Albans’ office and the 
Mission and Public Affairs Division of the Archbishops’ Council. 
The post holder will have access to the facilities offered to Church 
House staff and will observe the responsibilities and protocols which 
apply to all staff of the NCIs. 

JOB SUMMARY: The purpose of the post is to support the Bishop of St Albans in his 
diocesan work and in his Parliamentary duties. It will also add 
additional capacity to the work of the Parliamentary Unit on behalf of 
the whole Church of England. These aspects of the role are 
complementary: the Bishop of St Albans is one of the 26 Lords 
Spiritual whose support is the responsibility of the Parliamentary 
Unit and his support requires careful coordination with that of the 
other Lords Spiritual, the Church’s wider public policy agenda and 
the Parliamentary process. 

 The support of the Bishop of St Albans and the wider duties within 
the Unit include research and information gathering, managing 
appointments and other events on behalf of the Bishop of St Albans 
and the Unit, use and development of the Unit’s database and such 
other work as the Bishop of St Albans and Unit may require from 
time to time.  

 The post holder will work, in the first instance, at the direction of the 
Bishop of St Albans. He or she will ensure that the Bishop of St 
Albans’ support is well coordinated with the wider activities of the 
Parliamentary Unit and will devote a proportion of his or her time to 
the generic work of the Unit. 

 

PARLIAMENTARY EXPERIENCE PROGRAMME: 

The successful applicant can expect to receive experience and training in a range of areas relating to 
Parliament and the Public Affairs work of the Church of England, including: 

• Hands-on experience of working alongside parliamentarians on legislative issues 
(including briefing, research, speech writing, event organisation). 

• Training in Parliamentary procedure by an established external training organisation. 
• Professional guidance and support from the Parliamentary Unit and MPA teams. 
• Opportunity to focus on one or two specific policy areas in depth. 
• Introductions to wide networks of contacts in other churches and stakeholder 

organisations. 
• Opportunity to attend autumn Party Conferences and other stakeholder events.  
• Access to the Parliamentary estate through provision of a sponsored pass. 

 

MAIN DUTIES AND RESPONSIBILITIES: 

1. Acting as a research assistant to the Bishop of St Albans in his diocesan duties. This will 
involve researching and drafting talks, articles and lectures.  



2. Assisting the Bishop of St Albans in his Parliamentary duties; keeping him informed about 
Parliamentary timetables and developments; researching materials for his speeches, 
interventions etc.; liaising with others in Parliament and the Church on his behalf. 

3. Working with the Parliamentary Unit to ensure that the Bishop of St Albans is kept abreast of 
the wider activities of the Lords Spiritual and the Parliamentary Unit. 

4. Liaising with other Parliamentarians on behalf of the Bishop of St Albans. 
5. Drafting articles and press releases about the Bishop of St Albans’ work, which will be issued 

in liaison with his Communications Officer. 
6. Assisting with disseminating the Church’s Parliamentary responses to specific issues or bills, 

as agreed with the Parliamentary Secretary or his Deputy. 
7. Supporting the Secretary and Deputy Secretary for Parliamentary Affairs in their 

responsibilities and deputising for them as necessary. 

This job description may be changed from time to time in response to the changing needs of the 
Bishop of St Albans and the Parliamentary Unit. 

 

PERSON SPECIFICATION: 

Essential 

Education: 

• Degree level or equivalent 

Skills/Aptitudes: 

• Excellent ICT skills 
• Excellent communication skills, verbally and in writing 
• Excellent organisational skills, including time management, diary management etc. 
• Research skills, with the ability to gather information quickly and accurately 
• Aptitude for team working 

Knowledge / Experience: 

• Knowledge of Parliamentary processes 
• Some knowledge of the structures of the Church of England 
• Proven ability in presenting complex data in manageable and informative ways 
• Some experience of organising events (receptions, seminars, small and large meetings etc.) 

Personal attributes: 

• An open and collaborative working style 
• Discretion and judgement in handling confidential or sensitive material 
• Willingness to work creatively with people of differing political and theological persuasions 

Circumstances: 

• Willingness and ability to work some unsocial hours when required. 
 

 



Desirable 

Education: 

• A Level (or equivalent) or degree in a relevant subjects, such as politics, theology etc. 

Skills/Aptitudes: 

• Database management 
• Ability to discern the impact of policies, legislation etc. on the Church of England, other 

churches, and other faith communities 

Knowledge / Experience: 

• Proven administrative ability in drafting briefing papers, press releases, bulletins and other 
accessible modes of communication 

• Experience of Parliamentary processes, political parties, think tanks, lobby groups etc. 
• Knowledge or experience of ecumenical structures 
• A grasp of the key issues facing the Church of England in its public role today 

Personal attributes: 

• Ability to manage his/her own work programme with minimal direct management 
• Ability to deliver outcomes to deadlines and to work under pressure 

 

GENERAL CONDITIONS 

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 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 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 risk assessments which might affect 

them 
• To inform their manager immediately of any health and 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 manager. 

 



TERMS OF EMPLOYMENT 
 
Salary 
The starting salary for this post is £15,268.50 per annum (£9.75 per hour – the current London Living 
Wage)  The full time equivalent for this post is: £17,813.25. 
 
Pension scheme 
Non-clergy staff will be automatically enrolled in 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. 

 

The Church Commissioners 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 work 
30 hours per week, Monday to Thursday. The exact work pattern will be arranged after discussion 
with the Bishop of St Albans. 
 
Annual leave 
198 hours paid annual leave per leave year. This is inclusive of public and additional holidays. The 
leave year runs from 1st January to 31st December. 
 
Notice 
During the probationary period the employment may be terminated by two weeks written notice on 
either side or by pay in lieu of notice by the employer. Once the appointment is confirmed the notice 
period will be extended to one month on either side or by pay in lieu of notice by the employer. 
Should the person be summarily dismissed on the grounds of gross misconduct, the employment will 
be terminated without notice. 
 
Probationary period 
There will be a probationary period of three months. 
 
Contract 
The post is offered on a fixed term contract of 12 months as funding is subject to review. 
Please note, if you have not heard from us within 3 days of the interview date, you have been 
unsuccessful in your application. 
 
Closing date:    Noon Monday 13th March 
Interview date:   Thursday 23rd March 


