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DIOCESE OF WESTMINSTER

Job profile:         Director- St Joseph’s Pastoral Centre

Location:            St Josephs Pastoral Centre, Hendon 

Reporting to:     Director of Pastoral Affairs

Job Purpose:    	 To raise the profile of St. Joseph’s Pastoral Centre in the Diocese and the community as a 
                          centre of excellence in enabling the inclusion of people with learning difficulties and in  
                          recognising their unique value and gifts 
Principal duties and responsibilities

1. To re-energise and develop the provision of the ‘Outreach’ in supporting and enabling the inclusion 
      and equality of people with learning difficulties in their parishes and local communities

2. To manage and develop the provision of the Activity Centre so as to offer individuals innovative and 
             creative courses in a person-centred model underpinned by recognition of the spiritual needs of the 
             person

3. To ensure that appropriate and effective governance and management processes are in place

4. To work in such a way so as to model the values of St. Joseph’s – respect, love, community and 
             spirituality – with a focus on the dignity and gifts of each individual.

Key areas of responsibility

1. To develop and implement an agreed Strategic Plan, with associated Business Plan, to further the mission and aims of the agency

2. To develop the profile and presence in the Diocese.  To build collaborations and partnerships, and use the St. Joseph’s expertise at the service of the wider Diocesan mission where possible.

3. To enable the loving acceptance of people with learning difficulties at the heart of parish life. To do this by facilitating, through St. Joseph’s Outreach interventions, inclusion and equality in the parishes via; 
a. Recruitment of volunteers and their formation and training, including development of training tools and products
b. Support for the sacramental programmes for children with special needs
c. Liturgical events
d. Support for families via faith groups, social groups and advocacy
e. Accessibility awareness both in buildings and in general parish life

4. To sustain and develop the work of the Activity Centre with people of all faiths or none in the area of the Diocese of Westminster to enable the growth of the individual in an environment of respect and loving support. To do this by ensuring:
a. The recruitment, management and training of staff and volunteers with robust personnel systems in place
b. Risk assessment, student monitoring, CRB and POVA systems, inter alia, are understood and operating
c. Course planning, development and evaluation systems are working
d. budget and accounting systems support planned income and strategic expenditure
e. Liaison with organisations and individuals who access the Centre, and development of partnerships with ‘competitors’, statutory bodies and other charities in the field


5. To develop the underlying support systems- computer, management accounts and SOFA, database – etc to support the work and the planning of the organisation. Ensure buildings and facilities are appropriate for mission and values.

6. Work with the management committee so as to encourage the challenge of a ‘critical friend’, and bring in new ideas and potential for support.

7. Take responsibility for one’s own formation and development in consultation with the Line Manager.

---------------------------------------------------------------------------------------------------------------

Person specification:      Director-St Joseph’s Pastoral Centre 

Contract Type:	               Permanent

Salary range:                   £40k 

Hours of work:                Monday to Friday with occasional evening work as required
Experience required

1. Educated to Degree level or other qualification/appropriate experience ESSENTIAL
2. Experience of people with learning difficulties including those with moderate and severe learning difficulties and those with challenging behaviour.   ESSENTIAL 
3. Awareness and working knowledge of catechetics, to assist preparing liturgies and enabling people with learning difficulties and their families to become fully included members of their parish community. DESIRABLE
4. Experience in a supervisory or managerial role ESSENTIAL 
5. Knowledge of Safeguarding  policies ESSENTIAL
6. Working knowledge of the policies and legislation in the field especially ‘Valuing People’ and ‘Valuing Difference’  DESIRABLE
7. A person who appreciates the need to encourage spirituality for those with learning difficulties irrespective of their religious beliefs. DESIRABLE
8. Experience in finance and budgetary control particularly in the voluntary sector. ESSENTIAL
9. A social work background. DESIRABLE
10. Experience of Risk Assessment procedures for students & working practicies. DESIRABLE
Competences required

Skills and aptitudes

· Excellent organisational skills
· Interpersonal skills, including especially diplomacy and communication, both oral and written
· Computer literate
· Ability to prioritise and manage conflicting deadlines 

Temperament and capacity

· Able to offer commitment to people with learning difficulties
· Able to empathise with the mission and values of St. Joseph’s and support the spirituality of the Centre
· Capacity for innovation and creativity
· Possesses the ability and temperament to enthuse others

Please reply to: HR dept, Vaughan House, 46 Francis Street, London, SW1P 1QN
Tel: 020 7798 9167 Fax: 020 7798 9012 E-mail: juliedauncey@rcdow.org.uk
Registered Charity No. 233699 – Website: www.rcdow.org.uk
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