
 

 

All Saints, Sudbury:  Saving our Windows  

 
Job Title:   Heritage Activity Officer  

Reporting to: PCC of All Saints, Sudbury 

Location:  Sudbury, Suffolk CO10 2BL  

Salary:  £200 per day (based on a 7.5 hr. day)  

Contract hours: Allowance of 45 days between January to October 2020 (busiest time  

   expected February to September) to be worked flexibly in line with the  

               demands of the project.  Occasional weekend and evening work will be  

               required within this timescale. 

Contract type: Fixed term contract (FTE £ 52,000 pa) 

 

The Grade I listed parish church of All Saints, Sudbury is the oldest standing building in the town.  

It was rebuilt in the C14 and again in the C15 leaving the chancel from an earlier structure.  At 

this time Sudbury was extremely prosperous and All Saints was one of three large churches in 

the town. 

 

Falling into disrepair after being used as a prison the church was then altered and restored by 

the Victorians between 1850 and the 1880’s.   

The stained glass east window of the chancel was installed in 1882 and is now in need of major 

repair and re-leading along with other leaded light windows.  The repairs are part of a National 

Lottery Heritage Fund award that includes an activity programme to celebrate the history of the 



 

church and learn more about the building and in particular the Victorian phases of work and the 

east window in particular. 

 

 

ROLE SUMMARY 

 

The Heritage Activity Officer will facilitate the recruitment and management of 15no.  

volunteers, the delivery of historical research, the delivery with local schools of heritage related 

activities and the creation of an exhibition, the organizing of workshops, outreach and the overall 

smooth running of the Saving our Windows  project.   

 

The role will involve working with the Parochial Church Council (PCC) who will approve and 

advise on the activities. 

 

The public facing side of this role involves working closely with a team of volunteers, visitors, 

general public, school groups and other organisations.  Behind the scenes, the role encompasses 

publicity and promotion including social media, volunteer recruitment, activity project 

management and overall administration of the project and production of project materials. 

 

 

KEY RESPONSIBILITIES 

 

1. Promotion and Outreach 

a. To be proactive at engaging with people in the local community about the Saving our 

Windows  project 

b. To be a point of contact for the project 

c. To engage with, and build on the existing relationships with the local schools  

d. To identify and actively target community groups, networks and contacts with a view to 

engaging them in the project 

e. To represent appropriately, positively and effectively All Saints at any external meetings and 

events 

f. To oversee volunteer involvement in managing social media 

 

2. Project Development 

a. To manage the production of a church guidebook. project displays and exhibitions, 

ensuring they are accessible and suitable for different audiences   

b. To identify sources of archive research and to collate information with the  

 volunteers to be used as part of the church guidebook, project displays and exhibitions  

c. To recruit and manage volunteers to support the delivery of the project 

d. To work with the schools to coordinate and facilitate the art project 

e. To work with local history groups and other local groups involved in this project  

f. To work with the PCC to successfully co-ordinate activities for Heritage Open Days 

 

 

 



 

3. Management 

a. To oversee the day-to-day running and management, ensuring the project runs within 

budget and meets agreed outcomes 

b. To liaise with Spires Heritage to provide updates and reports on project progress and 

ensure that evaluation and monitoring is carried out in line with the requirements of the 

National Lottery Heritage Fund 

c. To keep accurate and up to date records on routine matters including:  

 Individuals and groups visiting project activities and participating in the project 

 Financial records 

 Volunteering and participation 

d. To oversee the day-to-day running and management, ensuring the project runs within 

budget and meets agreed outcomes 

e. To attend PCC meetings where requested and to provide regular update reports on the 

project 

 

This job description is not exhaustive, and amendments and additions may be required in line 

with future organisational changes 

 

 

ADDITIONAL INFORMATION 

 

The post holder will report to the PCC of All Saints Church, Sudbury. 

This is a home working post, but will involve frequent travel and attendance in Sudbury.   

The contract is for 45 days and runs January to October 2020.  The post holder will be expected 

to organise their time around the project to meet the project timetable.  Occasional weekend 

and evening work will be required within this timescale. 

 

 

INTERVIEW 

 

Post advertised:   November 2019 

Deadlines for applications:  28th November 2019 

Shortlisting applications:  4th December 2019 

Interviews:    11th December 2019 

Appointment:   18th December 2019 

Start:    January 2020 TBC 

 

Interested applicants should request an application form from Simon Dawson at: 

simonspiresheritage@gmail.com  

 

We will not accept applications containing a CV only. 

 

All Saints, Sudbury:  Saving our Windows  
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PERSON SPECIFICATION 

  Essential Desirable 

1 Relevant professional experience 

and/or relevant qualification within the 

heritage or related sectors 

X  

2 Excellent team working, communication 

and organisational skills 

X  

3 Strong oral and written communication 

skills 

 

X  

4 High level of literacy and numeracy 

 

 

X  

5 Good working knowledge of Microsoft 

Office programs 

 

X  

6 Able to work on own and use initiative 

 

X  

7 Able to work to agreed targets and 

outcomes 

 

X  

8 Interest within the heritage sector 

 

 

X  

9 Able to communicate to a range of 

audience types, needs and ages 

 

X  

10 Enthusiastic and able to transfer that 

passion to visitors and audiences  

 

X  

11 Creative and able to come up with 

ideas for sharing heritage and 

engaging new audiences 

X  

12 Experience managing volunteer teams 

 

 X 

13 Able to find creative and innovative 

ways to engage people from a low 

knowledge base 

 X 

14 Knowledge of the local area 

 

 

 X 

 


