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 Job Description 

  

Job Title                  Secretary for Education and Learning 

Area/Department Discipleship/Education and Learning 

Reporting to       Deputy General Secretary (Discipleship) 

Direct Reports  Personal Assistant, Programme Officer,   

   Instructional Designer and Stepwise Programme Manager 

Location Church House, 86 Tavistock Place, London WC1H 9RT 

Travel Frequent travel, including overnight stays within the UK  

Working Hours 35 hours per week, Monday to Friday  

with occasional scheduled weekend work  

Salary Band Band 4 or Ministers Stipend 

Job Summary:   

• To enable creative discussions to take place such that the resources the Church has for 
Education & Learning are used to greatest effect. 

• To maintain a strategic vision of learning based on sound theological and educational 
principles. 

• To ensure coherence and consistency in educational policies and practices in initial and 
continuing ministries of the Church. 

• To encourage integration between Resource Centres for Learning and Synod providers in 
furthering intergenerational learning within the Church. 

• To manage the educational change involved in the current emphasis on Walking the Way, 
living the life of Jesus today. 
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Background:  

The Secretary for Education and Learning acts as ambassador for General Assembly Policy 
developed through the Assembly E&L committee.  The secretary is also the budget holder for 
Assembly support for the RCLs and those wishing to undertake a designated pathway of learning.  

The post holder relates to the three Resource Centres for Learning and to the synod teams devoted 
to education and learning through the network of Training and Development officers. Currently this 
involves advocating and planning for the Walking the Way emphasis and the development aims 
associated with it. 

The Education & Learning Committee is served by two sub committees dealing with Finance and 
Stepwise. 

Currently, the E&L Committee and the RCLs are considering significant changes that could 
dramatically improve the level of integration within E&L provision in the URC.  Changes of this 
magnitude will have a significant impact on the Secretary’s role, the E&L Team’s responsibilities and 
the make-up of the E&L Committee. 

 
 

Principal responsibilities and duties 
 

Management 

1. Undertake all responsibilities and duties of line management as required under the Church’s 
policies and procedures, including regular supervision, training and development of direct 
reports. 

 

Discipleship development 

1. Ensure best practice in adult Christian education as an integral part of the work of the 
Discipleship Department. 
 

2. Promote and support the United Reformed Church’s commitment to being a learning church 
throughout all stages of lay and ministerial development.  
 

3. Work closely with United Reformed Church Resource Centres for Learning and Synods to 
encourage integration and in the provision of integrated opportunities for learning as part of 
discipleship development in the United Reformed Church. 

 

Educational management and advocacy 

1. Lead, support and co-ordinate the Education & Learning team. 
 

2. Administer the education and learning budget of the Assembly in keeping with the policies 
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from time to time developed by the Assembly and the Education and Learning Committee as 
advised by the Education & Learning Finance sub-Committee.  
 

3. Advocate the policies of the Education & Learning Committee in all areas of the church’s life 
and decision making, and to ensure that the decisions of the Education & Learning Committee 
are carried out. 
 

4. Promote and support the work of sub-committees and task groups that may from time to time 
be established by the Education & Learning Committee, ensuring that terms of reference are 
clear and current, staffing is appropriate, and membership is effective. 

 

Support for missional ecumenism 

1. Develop opportunities for mission-focused learning for the whole people of God through 
active participation in relevant ecumenical structures and activities, taking into account the 
particular role to be played by the National Synods of Scotland and Wales. 

           

Working with Committees and Volunteers 

This section lists the type and level of interaction that this role has with committees and other groups.  
It will vary from time to time and as directed by the Deputy General Secretary (Discipleship) and the 
Convenor of the Education & Learning Committee: 

1. Education & Learning Committee - meets two-three times annually for 24 hours. The Secretary 
is a member of the Committee and is required to attend, being responsible for preparing 
papers, advising the Convenor on request, and finalising of minutes.  

2. Mission Council - meets once or twice annually for 48 hours. The Secretary will often be 
expected to attend in an advisory capacity to the Convenor of the Education & Learning 
Committee.   

3. General Assembly - meets annually for three days in July. The Secretary is expected to attend in 
an advisory capacity to the Convenor of the Education & Learning Committee.  

4. Education & Learning Finance Sub-Committee - meets three times per year for three hours. The 
Secretary prepares papers, advises the Convenor on request, takes notes and prepares 
minutes. 

5. Involvement with the Governing bodies of the three Resource Centres for Learning serving the 
United Reformed Church: 

• Normally attends and receives papers of the quarterly one-day meetings of the 
Westminster College Governors in Cambridge.  

• Occasional attendance by invitation at the meetings of the Northern College Governors. 
Attendance currently annual. 

• Corresponding member (non-voting) of the Management Committee of the Scottish 
College, receiving papers and invited to attend the three meetings each year of the 
Committee. 
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6. The Secretary arranges meetings of the Resource Centre for Learning Principals and/or 

teaching staff from time to time, in conjunction with the Education & Learning Committee. 
 

7. The Secretary is a Trustee of the Luther King House Educational Trust on behalf of the United 
Reformed Church - attends quarterly meetings in Manchester. 

 
8. Synod Training & Development Officers - three meetings annually, one of which is normally 

residential. The Secretary arranges the agenda in consultation with the chair of the meeting, 
prepares relevant papers, and ensures that minutes are circulated after the meeting. 
 

9. Ministries and Children & Youth Committees of the URC - Ex-officio member, receiving papers 
and minutes and attending meetings from time to time when relevant matters arise. 

 
10. Assembly Connective - meets monthly at Church House and brings together the Secretaries and 

equivalent staff of Assembly Committees. 
 

11. Discipleship Department - meets bimonthly (core team) and full team -meets from time to time 
at Church House.  
 

12. Ecumenical bodies including the Ecumenical Liaison Group for Ministerial Training, under the 
auspices of Churches Together in England - engagement with these groups - meets 2-3 times 
annually. 

 

Expected Standards  

This section refers to the way in which the job is done rather than the duties/responsibilities. 

1. Promote a culture of open and effective communication to enable constructive relationships 
with colleagues and internal and external customers. 

2. Actively foster an environment which nurtures equality and cherishes diversity. 

3. Promote, monitor and maintain best practice in health, safety and security. 

4. Work collaboratively to develop a customer service culture which fosters continuous 
improvement. 

5. Take responsibility for own personal development and support the development of others to 
enhance their skills and knowledge. 

6. Promote, monitor and maintain best practice in data protection principles and practice. 

7. Actively promote, manage and maintain best practice in Safeguarding. 

          

This job description reflects the overall scope and responsibilities of the role.  However, it is not an exhaustive 
list and the job holder is expected to undertake any other reasonable duties that might be requested.  All jobs 
change or evolve over time in order to meet organizational or departmental needs and this job description will 
therefore be subject to periodic review and change if required.  
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Person Specification 
  
 

Job Title  Secretary for Education & Learning 

 
Requirements Essential Desirable Measurement 
Education and 
qualifications 
 

1. Educated to degree level 
(preferably in theology)  

• qualification in 
education or 
training  

Application form 
 

Experience 
 
 

2. Able to demonstrate a wide 
spectrum of ministry (not 
necessarily as a minister of 
Word and Sacraments) 

3. Evidence of delivering and 
receiving education. 

4. Education for the whole 
people of God (terms, trends, 
delivery, values, issues) 

5. Insight into world church 
contributions and experience 
in the world of adult 
education 

6. Evidence of theological 
education to enable one to 
communicate well with those 
teaching and running places of 
higher learning 

7. Line management 
8. An understanding and 

evidence of working as part of 
various teams 

• developing 
educational 
programmes 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Application form/ 
interview/ 
practical exercise 

Knowledge 
 
 

9. An understanding of 
intergenerational educational 
principles 

10. An insight into the developing 
fields in theological education 

11. A broad understanding of 
validation processes 

• the structures 
of the United 
Reformed 
Church 

Application form/ 
interview/ 
practical exercise 

Skills and  
Abilities 
 
 

12. MS Office suite, including 
Outlook, Word, Excel and 
PowerPoint (intermediate 
level) 

 Application form 
interview/ 
practical exercise 
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13. An ability to think creatively 
and to contribute to 
developments in the learning 
vision 

14.  The ability to manage and 
encourage significant change 
and to live with the temporary 
ambiguity it causes. 

15. A proven record of good 
administrative skills 

16. An ability to understand, 
manage and communicate a 
major budget for the 
Assembly 

17. An ability to communicate 
well in written, spoken and IT 
media 

18. Enthusiasm for education and 
training as a means of 
personal development and in 
the service of the church’s 
mission 

19. High levels of motivation and 
the ability to manage time 
and a variety of tasks with 
minimal supervision 

20. Pastoral sensitivity to the 
needs of students, staff and 
others involved in training 

Other 
 
 

21. Willing to work within a 
structure with two systems 
with major influences on the 
role (Committee structure and 
the General Secretariat, both 
accountable to General 
Assembly) 

22. Willing to work within the 
Christian ethos of the United 
Reformed Church 

23. A member of the United 
Reformed Church or a 
member of a church 
belonging to World 
Communion of Reformed 
Churches, Disciples 

 Application form/ 
Interview 
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Ecumenical Consultative 
Council, Council for World 
Mission; Action of Churches 
Together in Scotland, 
Churches Together in England, 
Cytun (Churches Together in 
Wales), Free Churches Group 
or Churches Together in 
Britain and Ireland 

24. Enhanced DBS  
Updated November 2019 
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