Appendix A Recommended Process for Developing Role Descriptions (RD)
I have a Role Description for the
office I currently hold, but it
may need revising in line with
the diocesan guidance

We are looking to appoint a new priest
and are looking to develop the role
description in line with the diocesan
guidance

I have not got a Role Description for
the office I currently hold and need
to develop one in line with the
diocesan guidance

Decide on who is the ‘key partner’ to work with post
holder on developing/ reviewing the RD. (Please
refer to table of recommendations on page 6 of the
Guidance Document)

Follow the appointment process involving the
PCC. It is recommended to develop the initial
Role Description and Person Specification
when preparing the Parish Profile

Both office holder and ‘key partner’ study the
Guidance Document in their own time

Use Parish Profile as well as the initial RD
and PS to prepare the advert

Study the diocesan RD template (Appendix B of
the Guidance document) paying particular
attention to the specific sections

When Office Holder is appointed, allow for
them to experience the role for 6 to 9
months and then confirm the RD

Office Holder collates relevant information/
documents as advised on the guidance and
prepare draft RD

RD becomes the document that is used as
the basis of the MDR and is reviewed
every 3-5 years by following the process
on the left

Send the draft RD to the ‘key partner’ at least two
weeks before any scheduled meeting
Meet with the ‘key partner’ to discuss the draft RD
& reach agreement on what needs to be included
Send the draft RD to the others involved for their
feedback/ comments/ suggestions in order to
achieve agreement/ reach consensus

Did you agree/ reach
consensus on the RD?
Yes
Send the draft RD to the Archdeacon for
signing off (Archdeacon stores the original final
version of the RD electronically and distributes
the copies to the office holder; key partner;
Bishop’s office for blue file)

RD is a live document to guide you alongside
other key documents to perform the
responsibilities of your office. Use it when
preparing for your next MDR and bring it with you
to the session

No

Involve a facilitator to
achieve agreement/
reach consensus

