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Governance Officer 
Job Description 

 
Line manager  Director of Administration and Logistics. 
Location  London (Westbourne Park) and home working 
Salary  £35,000 pa inc 
Hours  35 hours a week  
Contract  Permanent, following a six month probation period  
Key external 
relationships 

• All ACO staff are under the overall leadership and 
direction of the Secretary General. 

Job purpose 
 
 
 
 
 

• Maintain the Anglican Communion database 
• Support data protection 
• Support governance and record keeping 
• Support archiving and collections management 
• Support operational intelligence, and administrative 

support for the Secretary General’s management of 
relationships 

• Provide general administrative support within the 
Department of Administration and Logistics 

 
Key responsibilities: 

Anglican Communion database 

• Maintain the Anglican Communion database, updating with new information 
on a daily basis, and in accordance with legislation and good practice in data 
protection 

• Proactively liaise with member churches on database matters 
• Proactively liaise with staff of other departments in the ACO, staff at Lambeth 

Palace etc on database matters 
• Provide colleagues with database reports on request and proactively 
• Provide training to colleagues on using the database 
• liaise with the database software supplier and support the move to a cloud 

based solution  
 

Data Protection 

Under the direction and oversight of the Data Protection Officer, the Director of 
Administration and Logistics: 

• Maintain and implement data protection policies 
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• Undertake auditing and training 
• Review and monitor internal compliance 
• Support information sharing and advice on data protection obligations 

 
Governance and record keeping 

• Produce accurate and timely minutes for meetings, including management, 
operational and staff meetings 

• Coordinate meeting room bookings with the ACO and to manage the ACO video 
conferencing accounts, booking and opening meetings as required for 
management, operational and staff meetings. This may include some meetings 
for the Secretary General.   

• Maintain records of the meetings of the Instruments of Communion (and related 
committees) 

• Maintain governance records including membership of ACC and Standing 
Committee, and trustee records as per regulatory and constitutional 
requirements 

• Assist in induction and support of new trustees 
• Maintain the Register of Interests  
• Maintain a record and collection of Constitutions of member churches 
• Maintain and implement records management policies 
• Support information sharing and advice on records management obligations 
 

Archiving and collections management 

• Maintain the Anglican Communion archives 
• Maintain the Liturgical Library and other key collections 
• Catalogue and maintain a collection of Anglican Communion publications 
• Manage periodical subscriptions 

 
Operational intelligence and relationship support 

• Support the Director of Administration and Logistics in maintaining a province 
by province briefing document 

• Assist in maintaining intelligence on the governance, personnel and activities of 
member churches 

• Undertake agreed research projects 
• Assist in the induction and welcome of new primates and provincial secretaries 
• Assist in liaison with provincial secretaries over the internal governance 

arrangements and appointments within their churches 
• Assist in the recognition of key appointments, retirements, anniversaries etc 
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General administrative support within the Anglican Communion Office 

• Manage and respond to enquiries received via the ACO mailbox and forward
such enquiries to relevant departments and staff.

• Keep up to date with current developments in the Anglican Communion
• Undertake administrative tasks as the need arises
• Undertake desk-based research
• Office support e.g. stationary orders, oversee printers and photocopiers
• Support for the Facilities Manager

This job description does not form part of the employee’s contract of employment but 
is provided for guidance. The precise duties and responsibilities of any job may be 
expected to change over time. Job holders should be consulted over any proposed 
changes to this job description before implementation. 

Applications:  

The application should include a CV and covering letter. Applications should be sent 
to Rachel Brownbill via email address rachel.brownbill@anglicancommunion.org  

Closing date:  

Closing date for receipt of applications is 17th November 2022. 

Interviews:  

Interviews will take place the week commencing the 21st November 2022. 

mailto:rachel.brownbill@anglicancommunion.org
Daryl.Booth
Underline
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Person Specification 

 
Essential Desirable 

Experience  
• Customer service experience 
• Experience of working with and 

managing a database 
• Records management experience 

 
• Experience of cross-cultural 

working 
• Experience of staff training 
• Experience of information audit 
• Archives management experience 

Knowledge, Skills 
and Understanding 

 
• Excellent verbal/written 

communication and listening skills 
• Minute taking skills 
• Knowledge of data protection 

legislation 
• Team working skills with the ability 

to work collaboratively and co-
operatively with colleagues 

• Ability to operate in a changing and 
challenging environment to manage 
competing priorities  

• Knowledge of Office365 applications 
including Word, Excel etc 

• Attention to detail 

 
• Knowledge of UK charity 

governance 
• Cataloguing skills 
• Archives preservation skills 

 

 

Qualifications and 
Training 

 
• Education to degree level or 

experience of governance in a 
charity or not for profit 
environment 

 
 

 
• Degree or post-graduate 

qualification in the field of 
information management/ 
science, records management or 
archives management 

Miscellaneous  
• Prepared and able to travel 

throughout the Anglican 
Communion and elsewhere on 
occasion 

• Willing and able to work evenings 
and weekends as required 

 
• An understanding of and be 

sympathetic to the life and work 
of the Anglican Communion 
 


	 All ACO staff are under the overall leadership and direction of the Secretary General.

