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 Job Description 

  

Job Title:                  Secretary for Global and Intercultural Ministries  

Area/Department Mission/Global and Intercultural Ministries 

Reporting to:        Deputy General Secretary (Mission) 

Direct Reports:  Programme Officer (Global Justice and Partnerships) and 
Administrator (Global and Intercultural Ministries)  

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

Travel: Regular travel in the UK and abroad 

Working Hours: 35 or 40 hours per week.   
Some evenings and weekends required 

Salary Band: Band 4 or Minister’s Stipend  

Job Summary:  Facilitate the United Reformed Church to deepen its understanding of and 
engagement with the multicultural and intercultural nature of British society and the world in order 
to develop, support and enable the relationships of the URC with churches, ecumenical 
organisations and world confessional bodies outside the UK. 

 
Background: Mission policy and programmes are determined by the Mission Committee, on behalf 
of the United Reformed Church’s General Assembly.  The committee’s central task is to focus on 
mission, working with the whole of the Church to formulate and give expression to our mission and 
faith in ways which bring alive our vision of ‘being Christ’s people, transformed by the Gospel, 
making a difference to the world’ (General Assembly 2007).  

 
The post holder will be a member of the URC mission team and work collaboratively within the 
team to further the engagement of the whole church with mission, of which building global 
partnerships and enabling the church to develop an intercultural habit are key parts. The mission 
team plans and delivers the policy and programmes under the direction of the Deputy General 
Secretary (Mission). 
 
(The Secretary for Ecumenical and Interfaith Relations has primary responsibility for Ecumenical 
relations in the UK and wider Europe.) 
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Principle responsibilities and duties 

 

Line Management 

1. Line management of the Administrator (Global and Intercultural Ministries) and the 
Programme Officer (Global Justice and Partnerships). 

2. Undertake all responsibilities and duties of line management as required under the Church’s 
policies and procedures. 

3. Regular supervision, training and development of direct reports. 
 

Strategic and policy work 

1. Responsible for the development of policies and understanding of working with people across 
different ethnicities, cultures and theologies, and with the Mission Committee, bring 
recommendations to General Assembly and Mission Council. 

2. Develop and recommend URC strategy and priorities for its international relations and to enable 
response to global political issues. 

3. Oversight in the support and the development of partnerships with new migrant churches, 
working with leaders and congregations in the UK, supporting co-operative relations with 
sending churches. 

4. Contribute to the mission team’s thinking around the changing missional context and potential 
for church growth, especially given our growing Black, Asian and Minority Ethnic (BAME) 
constituencies and newer migrant communities in the UK. 

5. Oversee the URC’s involvement in the Commitment for Life and the Global 
Partnerships/Belonging to the World Church Programmes.  
 

Monitoring and advocacy  

1. Monitor and equip churches to speak prophetically on issues of racism and related forms of 
exclusion, in its complex forms in the UK and across Europe. 

2. Monitor international situations (with the Secretary for Church & Society and the Programme 
Officer (Global Justice and Partnerships)), in which the URC has an interest through its World 
Church partners and advise on appropriate action. 

3. Act as an advocate (with the Programme Officer for Global Justice and Partnerships) for the 
insights of the World Church within the URC, working with the Deputy General Secretary 
(Mission), to explore, learn from and develop initiatives in missiology from the world church and 
share this learning with the URC. 

 

Developing and equipping 

1. Work with General Assembly, synods, committees and Resource Centres for Learning to 
promote and enable intercultural learning at all levels of the life of the church. 
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2. Help Synods and local churches identify and reflect, theologically and practically, on the issues 
which govern, affect and grow international partnerships and intercultural experiences. 

3. Oversight of the developing of resources for Global and Intercultural Ministries (working with 
the Programme Officer for Global Justice and Partnerships). This will include partnership, justice 
and intercultural resources. 

 

Networking and deepening partnerships 

1. Work collaboratively to enable local churches and Synods to welcome and receive new migrant 
churches and ministers into the URC using the URC ‘Guidelines for Receiving Migrant Churches’ 
and ‘Better Church Hosting’. 

2. Facilitate (with the Programme Officer for Global Justice and Partnerships) the residential 
gatherings of Global, Intercultural and Commitment for Life Synod Coordinators and the annual 
BAME Ministers/Church Related Community Workers (CRCWs) s gathering.  

3. Explore, review and facilitate the ways in which the United Reformed Church, at all levels, can 
enter into partnership and learn from relationships with the Church across the world.  

4. Facilitate sharing of mission partners through CWM and support those in service either in the 
UK or abroad. 

5. Enable the United Reformed Church to contribute to the renewal of British ecumenism through 
the perspective of migrant churches. 

 
Nurturing/Developing international and ‘World Church’ ecumenical relationships 

1. Assure appropriate links between the URC and world church bodies and work collaboratively 
with the Secretary for Ecumenical and Interfaith Relations who has responsibility for 
maintaining links with European ecumenical bodies. 

2. Encourage and enable participation in international bodies, briefing and guiding those who 
represent the URC and creating opportunities for feedback and follow up. 

3. Enable links with the Council for World Mission and foster, through URC membership of CWM, 
opportunities for enriching the mission and intercultural life of the church in the UK at all levels. 

4. Maintain up to date knowledge about the world ecumenical scene, be aware of developments 
in other Reformed and United & Uniting Churches and advise the Deputy General Secretary 
(Mission) as necessary. 
 

Finance 

1. Act as budget holder for Global and Intercultural Ministries. 
 

Working with Committees and Volunteers 

This section lists the type and level of interaction that this role has with committees and other groups.   

1. Mission Committee (delivers programmes of the Committee, reports back to the committee 
and attends meetings three times per year) 
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2. Mission Council (attends meetings once or twice per year and supports the Mission Committee 
convenor in reporting on issues and making policy relating to global and intercultural 
ministries) 

3. General Assembly (meets annually: the Secretary attends and supports the Mission Committee 
convenor in reporting and making policy on global and intercultural ministries, takes 
responsibility for guests from the world church and may be responsible for organising fringe 
events as a member of the Mission Team) 

4. Equalities Committee (meets twice per year: the Secretary has an advisory role.) 

5. Nominations Committee (meets three times per year: the Secretary has an advisory role) 

6. International Exchange Reference Group (meets once or twice per year: the IERG monitors and 
supports the URC mission partners abroad and in the UK and decides on the making of grants to 
the Synod Global Partners scheme. The Secretary services this group and works closely with the 
convenor.) 

7. Networks, such as Synod Global Partners Coordinators, Synod Intercultural/Racial Justice 
Coordinators; Commitment for Life Synod Coordinators, and Black and Asian Minority Ethnic 
Ministers and Lay Leaders meet yearly (Plans and delivers the event, with the Programme Officer 
for Global Justice and Partnerships). Specific gatherings such as Cascades of Grace (BAME 
Women), Synod Racial Justice Advocates, Intercultural events. (Attends by invitation and when 
required.)  

 
Expected Standards 

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 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.  

8. Ensure all programmes, projects and events are run effectively and kept within budget. 

 

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 organisational or departmental needs 
and this job description will therefore be subject to periodic review and change if required. 

  Updated December 2019 
 

  



 5 

 
 

PERSON SPECIFICATION 
 

JOB TITLE:     Secretary for Global and Intercultural Ministries                                 
 

REQUIREMENTS ESSENTIAL DESIRABLE MEASUREMENT 

Education and 
qualifications 

1. Theological Degree or 
          equivalent experience 

 Interview/ 
Application form 

Experience 

 

 

 

2. Working with or among 
people of different ethnicity 
or cultures 

3. Networking and developing 
partnerships 

4.    Working in and through the 
Church or a similar institution 

5.   World church 

•   developing policies and   
educational resources 

•    supporting volunteers 
•   line management 

 

Interview/ 
Application form 

Knowledge   6.    Understanding of the 
multicultural nature of the 
British society and of cross-
cultural/intercultural relations 

7.    International affairs, both 
        church and secular 
8.    The URC and ability to convey 

   this in other world contexts 

• relevant British 
Equalities legislation 

• the current social, 
political and academic 
discourse and debate 
on multi-culturalism 

• fluency in a language 
other than English 

Interview/ 
Application form/ 
Test 

Skills and Abilities 

 

 

 

 

 

 

 

9. MS Office, particularly 
Outlook, Word, Excel and 
PowerPoint -Intermediate 
level 

10. Think strategically and 
theologically about mission, 
racial justice and multicultural 
issues 

11. Sensitive to racial 
discrimination and 
disadvantage and resolute in 
the pursuit of justice 

12. Relate well to a wide variety 
of people across different 
cultures 

13. Represent the policies and 

• a range of 
communication tools 
including social media 
and blogging 

 
  
 

Interview/ 
Application form/  
Test 
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practices of the URC to 
partners faithfully and 
effectively 

14. Good organisational and 
administrative skills 

15. Ability to work effectively as 
part of a team 

16. Highly (self) motivated and 
able to deal with a demanding 
and complex workload 

17. Excellent communicator 
18. A demonstrable ability to be 

open to new ideas; be creative 
and innovative; and take new 
and appropriate initiatives 

Other 19.  *Member of the United 
Reformed Church or member 
of a Church which belongs to 
one or more of World 
Communion of Reformed 
Churches (WCRC), Disciples 
Ecumenical Consultative 
Council (DECC), Council for 
World Mission (CWM), Action 
of Churches Together in 
Scotland (ACTS), Churches 
Together in England (CTE), 
Churches Together in Britain 
and Ireland (CTBI), Cytun 
(Churches Together in Wales) 
and Free Churches Group 
(FCG).  

20.  Willing to travel within the UK 
and abroad 

21.  Willing to work flexibly  
22.  DBS  

 Application 
Form/Interview 

*Occupational requirement under the Equalities Act 2010 Part 1,Schedule 9 
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