Job Description and Person Specification for the

Post of Discipleship Promoter within the National Office for Vocation

A) Job Title: Discipleship Promoter

B) Line Management: The Director of the National Office for Vocation.

C) Job Purpose: The primary role of the Discipleship Promoter is to foster Christian discipleship as a core element of the culture of vocation within the Catholic Church in England and Wales.

D) Job Description: 

a. To be a member of the NOV team promoting the culture of vocation and implementing the National Vocations Framework. In particular:

i. To collaborate with the Conference of Diocesan Directors of Vocation (CDDV) and the Religious Vocations Promoter in providing resources for the World Day of Prayer for Vocations

ii. To oversee the development of NOV’s use of social media

iii. To be responsible for Catholicgapyear.com

b. To work with others in promoting Christian Discipleship among young people in England and Wales. In particular:

i. To collaborate with youth ministers in developing resources for National Youth Sunday

ii. To co-ordinate English/Welsh participation in WYD

iii. To liaise with CYMFed

c. To promote the vocation of the diocesan priest. In particular:

i. To provide secretarial support to the CDDV

ii. To be responsible for Ukpriest.org

iii. To generate resources about priesthood

E) Personal Specification.

The successful applicant will: 

1) Be actively in communion with the Roman Catholic Church, have a high regard for the priesthood and religious life and also have an understanding of the concept of ‘vocation’.

2) Be well organised and efficient, with knowledge and experience of office administration duties in the commercial, statutory or voluntary sector.

3) Have a willingness and aptitude to work constructively both alone and within a team, sometimes under pressure.

4) Have very good written and oral communication skills.

5) Be familiar with and competent at using Microsoft Word, Explorer, Outlook. 

6) Be good at dealing with people.

7) Be able to manage working with more than one person, with an ability to prioritise and handle different demands.

8) Have a good sense of humour and be flexible and adaptable.

9) Be self-motivated, able to take initiative and possess a generous ‘can-do’ attitude.

10) Have a willingness to attend occasional out of hours and overnight meetings.

F) Terms and Conditions

· The employer is the Catholic Trust for England and Wales

· The place of work is 39 Eccleston Sq London SW1V 1BX. Consideration may also be given to those living outside the South East who wish to enter into a home working agreement. 

· The hours of work are 4 days a week from 9am to 5pm. However, the post also involves working out of hours and at the weekend. In these cases, time off in lieu will be awarded by the Director.

· The salary for the 4 days will be circa £24,600 (full time equivalent £30,750) per annum.

· Salaries are reviewed annually

· There is a CATEW pension scheme. This is a personal pension plan. 
· Annual holiday is ‘pro rata’ based on a full-time equivalent of 25 days (5 of which are to be taken over the Christmas holiday) plus public holidays.
· Expenses and subsistence allowances are in accordance with current CATEW scales which follow Inland Revenue no liability guidelines

