
	  
	  
Role	  Profile	  –	  Specialist	  Adviser,	  Ministries	  
The	  Baptist	  Union	  of	  Great	  Britain	  
	  

Job	  title:	   Specialist	  Adviser,	  Ministries	  

Reports	  to:	   Team	  Leader	  Ministries	  

Direct	  reports:	   	  -‐	  

Location	   Didcot,	  Oxfordshire	  

	  

A   Main	  Purpose	  and	  Context	  of	  the	  Role	  

The	   Specialist	   Adviser,	   Ministries	   is	   appointed	   to	   manage	   the	   disciplinary	   and	   re-‐instatement	  
processes	  for	  accredited	  and	  nationally	  recognised	  ministers	  and	  church	  workers.	  

B   Key	  Responsibilities	  	  

1.   Responding	  to	  complaints	  and	  ensuring	  they	  are	  processed	  

o   Acknowledging	  complaints	  about	  ministers	  and	  church	  workers	  
o   Preparing	  an	  investigation	  plan	  and	  liaising	  with	  regional	  ministers	  and	  staff	  
o   Building	  and	  communicating	  a	  timescale	  for	  the	  complaint	  to	  be	  addressed	  

	  
2.   Carrying	   out	   investigation	   meetings	   and	   interviews,	   including	   interviewing	   ministers,	  

church	  leaders,	  church	  workers	  and	  other	  relevant	  parties	  to	  a	  complaint	  

o   Preparing	  questions	  and	  interview	  structures	  and	  agreeing	  these	  with	  colleagues	  in	  
attendance	  

o   Communicating	  with	  the	  person	  about	  who	  the	  complaint	  has	  been	  made	  about	  the	  
complaint	  and	  the	  process	  to	  be	  followed	  

o   Identifying	   those	  who	   need	   to	   be	   interviewed	   and	  making	   arrangements	   for	   such	  
meetings	  to	  take	  place	  
	  

3.   Preparing	  detailed	  papers	  for	  disciplinary	  hearings,	  appeals	  and	  re-‐instatement	  interviews,	  
including	  the	  production	  of	  investigation	  reports	  when	  appropriate	  

o   Producing	   papers	   and	   reports	   in	   a	   suitable	   format	   for	   panels	   or	   for	   the	  Ministries	  
Team	  Leader	  to	  review	  

o   Working	  with	  other	  colleagues	  to	  ensure	  that	  paperwork	  meets	  our	  data	  protection	  
and	  procedural	  requirements	  

o   Overseeing	  the	  work	  needed	  to	  redact	  sensitive	  information	  when	  required	  
o   Taking	  into	  account	  the	  specific	  needs	  where	  cases	  involving	  safeguarding	  concerns	  
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4.   Liaising	  with	  and	  advising	  Regional	  association	  staff	  on	  disciplinary	  matters	  

o   Making	   sure	   that	   regional	   association	  ministers	   and	   staff	   are	  well	   briefed	  on	  both	  
the	   disciplinary	   and	   complaints	   processes,	   and	   the	   details	   of	   any	   specific	   case	   in	  
which	  they	  will	  be	  involved	  

o   Agreeing	   the	   various	   roles	   that	   different	   colleagues	   will	   take	   in	   each	   case	   (for	  
example,	  whether	   the	   regional	   association	   staff	  will	   form	  part	   of	   the	   investigation	  
team	  or	  will	  focus	  instead	  on	  pastoral	  support	  to	  the	  parties	  involved)	  

o   Keeping	   regional	   colleagues	   updated	   on	   the	   progress	   of	   individual	   cases	   and	   any	  
follow	  up	  actions	  that	  are	  agreed	  
	  

5.   Ensuring	  that	  processes	  and	  policies	  are	  kept	  up	  to	  date,	  and	  adhered	  to	  

o   Working	   with	   the	   Ministries	   Team	   Leader	   to	   regularly	   review	   and	   update	   the	  
disciplinary	   and	   complaints	   policies	   and	   processes	   so	   that	   they	   are	   always	   fit	   for	  
purpose	  

o   Recommending	   changes	   or	   improvements	   as	   a	   result	   of	   learning	   points	   from	  
previous	  cases	  
	  

6.   Ensuring	  that	  accurate	  and	  appropriate	  records	  are	  kept	  

o   Ensuring	  that	  effective	  note	  taking	  is	  arranged	  for	  all	  meetings	  
o   Liaising	  with	  all	  parties	  to	  confirm	  that	  notes	  are	  accurate	  and	  correct	  
o   Presenting	   information	   in	   formats	   that	   are	  helpful	   for	   the	   various	  decision	  making	  

bodies	  who	  will	  consider	  them	  
o   Ensuring	  the	  security	  of	  all	  notes	  and	  statements	  at	  all	  times	  

	  
7.   Working	   closely	   with	   the	   Ministerial	   Recognition	   Administrator	   to	   organise	   hearings,	  

appeals	  and	  interviews	  

o   Building	   realistic	   case	   plans	   so	   that	   the	   timing	   of	   hearings	   and	   appeals	   can	   be	  
considered	  at	  the	  earliest	  point	  

o   Involvement	  with	  the	  Ministries	  Team	  Leader	  in	  the	  selection	  of	  panel	  members	  for	  
specific	  cases	  
	  

8.   Working	  closely	  with	  the	  Safeguarding	  Team	  as	  appropriate	  

o   Working	  with	   the	  Safeguarding	  Team	  on	  any	  cases	   that	   involve	  potential	  or	  actual	  
safeguarding	  concerns	  about	  accredited	  ministers	  and	  church	  workers	  

o   Following	  the	  safeguarding	  reporting	  requirements	  as	   laid	  out	   in	  Safe	  to	  Grow	  and	  
Safe	  to	  Belong	  in	  any	  instance	  where	  new	  information	  comes	  to	  light	  that	  suggests	  a	  
safeguarding	  risk	  

o   Working	   within	   our	   specific	   guidelines	   for	   the	   handling	   and	   communication	   of	  
safeguarding	  information,	  and	  seeking	  guidance	  from	  the	  Safeguarding	  Team	  where	  
there	  is	  any	  concern	  or	  lack	  of	  clarity	  about	  next	  steps	  
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9.   	  Capability	  procedures	  for	  accredited	  and	  nationally	  recognised	  persons	  

o   Helping	  churches	  to	  understand	  the	  application	  of	  the	  capability	  procedures	  and	  the	  
processes	  required	  to	  operate	  them	  

o   Supporting	  the	  MRC	  in	  decisions	  relating	  to	  the	  capability	  of	  ministers	  
	  
	  

C	   Culture	  and	  Working	  Style	  at	  BUGB	  
	  

Our	  vision	  as	  a	  movement	  is	  “to	  grow	  healthy	  churches	  in	  relationship	  for	  God’s	  mission.”	  
	  

The	  Baptist	  Union	  of	  Great	  Britain	  is	  committed	  to	  intentionally	  developing	  a	  culture	  where	  
we...	  

	  

•   SEEK	  TO	  BE	  A	  MOVEMENT	  OF	  SPIRIT	  LED	  COMMUNITIES.	  As	  those	  who	  have	  
encountered	   the	  living	  Christ,	  to	  intentionally	  seek	  his	  will	  and	  purpose	  for	  our	  
local	  churches	  and	  every	   expression	  of	  our	  shared	  life.	  (Galatians	  5:22-‐25)	  
	  

•   FEEL	  LIKE	  ONE	  TEAM	  –	  celebrating	  diversity;	  valuing,	  respecting	  and	  trusting	  each	  
other	  as	  we	   work	  together	  in	  partnerships	  -‐	  making	  sure	  everyone	  feels	  included	  
and	  listened	  to.	   (I	  Corinthians	   12:24b-‐27)	  

	  
•   EMBRACE	  ADVENTURE	  –	  being	  serious	  about	  discipleship,	  willing	  to	  take	  

risks,	  pioneer	  and	   move	  out	  of	  the	  comfort	  zone	  of	  familiar	  ways	  of	  doing	  
things.	   (Matthew	  28:18-‐20)	  

	  
•   INSPIRE	  OTHERS	  –	  with	  a	  generosity	  of	  spirit,	  to	  energise	  and	  motivate	  people	  

to	  be	  all	  that	  God	   created	  them	  to	  be.	  (Ephesians	  5:1	  &	  2)	  
	  

•   SHARE	  A	  HUNGER	  FOR	  GOD’S	  COMING	  KINGDOM	  –	  nurturing	  a	  “holy	  
discontent”	  that	   arises	  from	  our	  desire	  to	  give	  practical	  expression	  to	  our	  
vision	  of	  God’s	  purpose	  for	  creation	  -‐	   confronting	  evil,	  injustice	  and	  
hypocrisy	  and	  challenging	  worldly	  attitudes	  to	  power,	  wealth,	   status	  and	  
security	  both	  within	  and	  beyond	  our	  Union.	   (Matthew	  6:9	  &	  10)	  

	  
	  
We	  expect	  all	  staff	  working	  as	  part	  of	  the	  national	  specialist	  teams	  to	  model	  high	  standards	  
of	  professional	  and	  personal	  behaviour,	  and	  to	  work	  in	  ways	  that	  demonstrate	  our	  values	  to	  
those	  we	  work	  with	  and	  support.	  
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D	   Personal	  Attributes	  and	  Experience	  
	  

Experience	  and	  Qualifications	  

Essential	  
•   Membership	  of	  a	  relevant	  professional	  body	  that	  demonstrates	  your	  ability	  to	  manage	  

difficult	  processes	  within	  clear	  legal	  and	  procedural	  boundaries	  (for	  example,	  the	  
candidate	  could	  come	  from	  a	  background	  in	  HR,	  law,	  social	  work).;	  

•   Experience	  of	  handling	  complaints	  and	  managing	  a	  complaints	  process;	  
•   Experience	  of	  handling	  disciplinary	  matters,	  including	  those	  that	  result	  in	  dismissal	  or	  

removal	  from	  accredited/professional	  status;	  
•   The	  ability	  to	  understand	  and	  apply	  the	  rules	  and	  guidelines	  relating	  to	  accreditation	  

processes	  within	  our	  Union;	  
•   To	  be	  able,	  with	  colleagues,	  including	  Regional	  Ministers,	  to	  manage	  the	  detailed	  

confidential	  information	  and	  correspondence	  essential	  to	  precise	  and	  accurate	  records	  
and	  to	  communicate	  verbally	  and	  in	  writing	  on	  these	  matters	  

Desirable	  
•   Previous	  training	  or	  qualification	  in	  counselling	  
•   Previous	  experience	  of	  dealing	  with	  disciplinary	  or	  complaints	  matters	  in	  a	  church	  

environment	  
	  

Knowledge	  and	  Abilities	  

Essential	  
•   Good	  working	  knowledge	  of	  complaints	  and	  disciplinary	  processes	  
•   Good	  working	  knowledge	  of	  data	  protection	  and	  privacy	  and	  how	  this	  applies	  to	  

disciplinary	  or	  complaints	  cases	  
•   Able	  to	  plan	  and	  prepare	  carefully	  for	  complex	  investigations	  in	  sensitive	  environments	  
•   Able	  to	  synthesis	  large	  quantities	  of	  information	  into	  clear	  and	  concise	  reports	  for	  

panels	  to	  use	  for	  decision	  making	  purposes	  
•   Clear	  and	  positive	  communication	  skills,	  together	  with	  the	  ability	  to	  generate	  and	  

maintain	  trust	  
•   Able	  to	  maintain	  objectivity	  in	  situations	  that	  involve	  people	  with	  very	  different	  

perspectives	  and	  aspirations	  
	  

Personal	  Qualities	  	  
Essential	  

•   This	  role	  requires	  a	  balanced	  and	  stable	  person	  who	  is	  able	  to	  acknowledge	  and	  respond	  
to	  the	  emotions	  of	  others	  without	  becoming	  anxious	  or	  overly	  emotional	  themselves;	  

•   The	  Specialist	  Adviser,	  Ministries	  will	  need	  to	  keep	  calm	  when	  others	  are	  not.	  This	  
includes	  the	  ability	  to	  keep	  order	  and	  peace	  in	  interviews	  and	  meetings	  where	  one	  or	  
more	  parties	  are	  angry,	  distressed	  or	  unhelpful;	  

•   Self-‐organised	  and	  self-‐motivated,	  with	  the	  ability	  to	  work	  independently	  and	  co-‐
operatively	  as	  required;	  

•   Willing	  to	  travel	  on	  a	  regular	  basis	  for	  meetings,	  interviews	  and	  panels	  –	  in	  the	  light	  of	  
the	  range	  of	  urban	  and	  remote	  locations	  of	  our	  churches	  you	  will	  need	  to	  have	  a	  driving	  
licence	  and	  access	  to	  a	  car;	  
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•   Our	  work	  involves	  regular	  liaison	  with	  others	  in	  the	  Ministries	  and	  Safeguarding	  teams	  
as	  well	  as	  with	  regional	  association	  and	  college	  colleagues	  and	  the	  leadership	  teams	  in	  
our	  churches,	  so	  it	  is	  important	  that	  you	  enjoy	  working	  collaboratively	  with	  others	  and	  
that	  you	  can	  adapt	  your	  own	  working	  style	  to	  fit	  with	  the	  needs	  of	  others;	  

•   Willing	  to	  work	  flexibly	  to	  meet	  the	  needs	  of	  the	  role	  –	  this	  will	  include	  some	  evening	  
meetings	  and	  travel.	  
	  

	  
Occupational	  Requirement	  

The	   post	   holder	   will	   handle	   highly	   sensitive	   and	   difficult	   matters	   involving	   accredited	   Baptist	  
ministers	  and	  church	  workers,	  guided	  by	  Biblical	  principles	  as	  well	  as	  the	  legislative	  and	  procedural	  
requirements	   that	   concern	   disciplinary	   and	   complaints	   matters.	   This	   will	   often	   include	   the	  
opportunity	   to	  pray	  with	   individuals,	   to	  provide	  guidance	   to	   church	   leadership	   teams	  and	   to	  offer	  
pastoral	  support	  when	  needed.	  Therefore,	  it	  is	  an	  occupational	  requirement	  that	  the	  post	  holder	  is	  a	  
practising	  Christian	  with	  active	  involvement	  in	  their	  local	  church.	  	  
	  
Salary	  and	  practical	  arrangements	  

This	   role	   is	   offered	  on	  a	   full-‐time	  basis,	   although	  we	  would	   consider	   applications	   from	  candidates	  
looking	  to	  work	  a	  four-‐day	  week.	  We	  would	  be	  able	  to	  consider	  flexible	  working	  if	  required.	  	  
	  
The	   starting	   salary	   for	   the	   role	   is	   based	   on	   a	   full	   time	   equivalent	   range	   of	   £30,000	   -‐	   £33,000	   per	  
annum.	  In	  addition,	  we	  offer	  a	  number	  of	  benefits	  including:	  

•   Membership	  of	  the	  Baptist	  Pension	  Scheme	  (a	  defined	  contribution	  scheme	  with	  employer	  
contributions	   of	   10%	   and	   employee	   contributions	   of	   8%),	   including	   an	   income	   protection	  
scheme	  in	  case	  of	  long	  term	  ill	  health;	  

•   25	  days’	  holiday	  entitlement,	  plus	  8	  public	  holidays	  and	  a	  further	  6	  discretionary	  days	  usually	  
offered	  between	  Christmas	  and	  New	  Year,	  and	  as	  an	  additional	  day	  connected	  to	  the	  Easter,	  
May	  and	  August	  bank	  holidays	  –	  a	  total	  of	  39	  days	  holiday	  each	  year;	  

•   Free	  car	  parking;	  
•   Membership	  of	  Perkbox,	  a	  discount	  and	  savings	  site;	  
•   Time	  off	  in	  lieu	  (TOIL)	  scheme	  where	  you	  are	  required	  to	  work	  evenings	  or	  at	  weekends;	  
•   Training	  and	  development	  opportunities	  to	  extend	  your	  skills	  and	  develop	  your	  knowledge	  

further.	  
	  
Changes	  to	  this	  role	  profile	  

This	  role	  profile	  is	  designed	  to	  be	  illustrative	  rather	  than	  exhaustive.	  The	  Baptist	  Union	  may	  add	  to	  
the	   responsibilities	   of	   the	   Specialist	   Adviser,	   Ministries	   any	   tasks	   or	   activities	   that	   they	   see	   as	  
relevant	  and	  appropriate	  to	  the	  role,	  and	  will	  discuss	  any	  such	  additions	  with	  the	  post-‐holder.	  
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