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Job Description: Synod Clerk  

Reporting to: The Synod, through the Synod 

Executive  

Aim of the post:  

To provide authoritative leadership for the 

governance, administration and effective 

operation of the Synod, ensuring that its 

decision-making, committees and wider 

relationships are well managed, compliant  

and strategically supported.  

Scope and dimensions of the post:  

• Provides oversight of the governance and ensures effective operation of the Synod, 

Synod Executive and associated committees.  

• Acts as a principal adviser on process, policy implementation, constitutional 

compliance and organisational coordination across the Synod.  

• Supports effective collaboration between office holders, ministers, churches and wider 

denominational bodies to ensure coherent delivery of Synod priorities.  

Key relationships:  

• Moderator, Synod Executive, Synod committees and Synod Trust board.  

• General Assembly officers, denominational networks, ministers, churches and 

ecumenical partners.  

• Other Synod officers, staff and volunteers engaged in governance, appointments and 

operational support.  

Main duties and responsibilities:  

• Lead the governance and administration of the Synod and Synod Executive, ensuring 

meetings, decisions, records and follow-through are managed efficiently and to a high 

standard.  

• Provide authoritative advice and operational support to the Moderator, Synod officers 

and committees on policy, process, problem-solving and the effective discharge of 

their responsibilities.  

• Maintain effective relationships with General Assembly, denominational networks, 

ministers, churches and ecumenical partners, ensuring clear communication and 

appropriate representation of the Synod.  

• Support and, where required, attend or service committees, working groups, networks, 

boards and consultations, including contributing as clerk, chair, convenor or 

representative.  
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• Oversee key governance and compliance processes, including safer recruitment, role 

documentation, appointment cycles and terms of settlement, ensuring they remain 

current and properly administered.  

• Respond to requests for advice and guidance from ministers and churches, drawing in 

other officers where appropriate to provide timely and well-coordinated support.  

• Undertake other duties, in consultation with the Moderator, that are consistent with the 

purpose and level of responsibility of the post.  

 

Main Terms and Conditions  

This is a part-time post of 21 hours per week, normally worked across three days.  

The role requires flexibility, including regular evening and weekend commitments.  

The Synod Clerk will normally work from home, with attendance at the Synod Office and 

other locations as required.  

Travel across the West Midlands and nationally will be required in order to attend meetings, 

represent the Synod and support the effective discharge of the role.  

Salary: £43,176 full time equivalent. Actual for 21 hours £25,905.60 per annum, subject to 

annual review. The Synod Trust will make a pension contribution of 10% of salary, and all 

reasonable expenses necessarily incurred in the discharge of duties will be reimbursed.  

 


