. The Queen’s
Foundation

Academic Administrator

Centre for Black Theology & Racial Justice Project
Part time (0.5 of 36 hours/ 18 hours per week)
Starting salary: £26,642pa pro rata (actual: £13,321pa)
Closing date: Thursday 8" January 2026
Interview date: Wednesday 21°* January 2026

The postholder will be part of the Queen’s Foundation Academic Administration Team, with a focus on
supporting the exciting work of the Centre for Black Theology and Queen’s Racial Justice
Empowerment Project. (This combines the aspirations of the Church of England Racial Justice Unit and
the Queen’s Foundation).

We are seeking a skilled administrator who is friendly, energetic, and has great communication skills.
As well as assisting with student recruitment, maintaining student records, and taking minutes at
meetings, they will support activities for the Centre for Black Theology (CBT) and the Racial Justice (RJ)
Project. This will include working with the Foundation’s Marketing Manager in the creation of flyers,
handling enquiries, managing bookings, and ensuring the smooth running of large online events such
as the monthly Black Theology Forum, conferences, and open days.

The postholder will use Microsoft and other software packages and will also need to be experienced
and capable in the area of supporting the delivery of large online events. Strong operational
knowledge of administering Zoom events with many delegates is therefore a must.

A sound knowledge and experience of Black Majority Churches (BMC) is essential, as is the cultural
competence to provide effective support for the outward-facing events and activities of CBT and the
RJ Project.

Please note: This post is open only to applicants from global majority heritage backgrounds.

This is a genuine occupational requirement under Schedule 9, Part 1 of the Equality Act 2010, as the
role involves providing direct administrative support to our Racial Justice Project and facilitating our
monthly Black Theology Forum. Lived experience and cultural understanding are essential to the
effective and authentic delivery of these activities.

If you would like to talk to someone about this post before you apply, please email:

e Dr Dulcie McKenzie, Director, Centre for Black Theology:
d.mckenzie@gueens.ac.uk



mailto:d.mckenzie@queens.ac.uk

About this post

Hours

0.5 of 36 hours/ 18 hours per week
Usual working hours are flexible
Pre-planned evening and weekend working included

Benefits Pension scheme with a generous employer contribution

Free term-time meals on site while on shift
Free parking on site
Cycle to Work scheme

Holidays 25 days and 8 statutory holidays (pro rata)

Closed days between Christmas and New Year

Job Purpose:

To provide administrative support for the work of the Foundation, with particular
specialism supporting the work of the Centre for Black Theology, and currently
Queen’s externally funded Racial Justice Project.

To contribute to the wider administrative work of the Foundation when/as required.

Key responsibilities:

1. To provide support for the events and activities of the Centre for Black Theology and the
Racial Justice Project. Duties include:

Administering the work relating to the various CBT and RJ offerings (booking meetings,
circulating agendas, taking minutes, record keeping, filing documents).

Supporting the running/operation of the Black Theology Forum

Handling internal and external enquiries regarding CBT and RJ Project activities
Handling enquiries from local churches, ministers and other stakeholders in respect of
the work of the Foundation, especially in relation to the Black Majority Churches as an
aspect of the outreach of the Centre for Black Theology

Supporting with the production of visual and audio footage for social media activities
in liaison with the Marketing / Communications Manager, and in accordance with
Queen’s overall marketing and communication strategy.

Collaborating closely with lead members of the Hospitality team on event planning
Co-ordinating and sharing in outreach events (e.g. church visits/ stalls at events)
Undertaking other tasks relating to the work of the Centre for Black Theology as may
reasonably be required by its Director.

2. To provide administrative support for academic conferences and external events,
particularly those in respect of the Racial Justice Project. Duties include:

Collaborating closely with lead members of the Hospitality team on event planning
Assisting in the planning and delivery of publicity activities and events (including
literature and distribution to mailing lists and social media — in liaison with the
Marketing Manager / Communications).

Managing mailing lists and guest correspondence for events/conferences
Managing registrations for events, both online and in-person



3. To share in more general administrative tasks of the Foundation. This may include:

e Handling and following up on enquiries from prospective students, in respect of
various Foundation offerings.

e Processing applications for the Foundation’s Admissions Panel

e Undertaking such tasks as may reasonably be required on occasions by the Principal or
other senior manager.

e Working with other Professional Services staff to ensure that essential areas of work
are covered if operational needs arise.

Person Specification

e Essential skills and experience

> Experience and knowledge of various expressions of Black Christianity, including
the range of Black Pentecostal Churches

> Creative proficiency for preparing publicity literature

> Experience in technically hosting large meetings on Zoom and social media
platforms such as YouTube

> Strong IT skills using Office 365 (including Outlook, Word, PowerPoint and Excel) to
administer online communication

> Experience in clerking meetings for the planning of events, including good minute-
taking skills

> Excellent interpersonal, oral, and written communication skills to engage
effectively with the public

> Able to work flexibly, including some pre-planned evenings and weekend days and
evenings

> A problem-solving approach with the ability to be flexible and adaptable to
changing situations

> Responds calmly and positively to challenges

e Desirable skills and experience
> Experience in a similar Higher Education administrative role
> Work-based experience with a Virtual Learning Environment, preferably Moodle
> Educated to A level or equivalent

e Personal attributes
> Friendly, outgoing, and confident persona, able to communicate effectively with a
diverse range of people
Ability to work both independently and as part of a complex team
Strong organisational skills, with the ability to prioritise work effectively
Reliable, punctual, trustworthy
Excellent attention to detail
A flexible, proactive attitude with a high level of personal motivation
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Genuine Occupational Requirement (GOR)

This post is subject to a genuine occupational requirement under Schedule 9, Part 1 of the
Equality Act 2010. We are seeking to appoint a person from a global majority heritage
background (for example, Black, Asian, or other minoritised ethnic heritage).

A significant and core aspect of this role involves providing administrative support to our
Racial Justice Project and coordinating our monthly Black Theology Forum. To perform these
duties effectively, the postholder will need to draw upon their lived experience, cultural
awareness, and understanding of issues affecting racially minoritised communities.

These qualities are essential to engaging sensitively and confidently with participants,
supporting authentic dialogue, and contributing to the overall success of these initiatives.

This requirement is considered proportionate and legally necessary to ensure the effective
and culturally appropriate delivery of our racial justice and theological programmes.

We are committed to equality of opportunity and welcome applications from all sections of
the community for our other roles. This specific requirement applies only where it is essential
to the nature of the work.

To Apply

Candidates must submit an application form, a copy of which is attached to this pack and also
available for download at: https://www.queens.ac.uk/about-us/jobs/ . Completed application
forms should be emailed to: recruitment@queens.ac.uk.

We do not accept CVs in place of application forms, but they can be provided for
supplementary information.
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The Queen’s Foundation for Ecumenical Theological Education

The Queen's Foundation is one of the oldest theological
colleges in England. The attractive campus, situated
across two neighbouring sites in Edgbaston, Birmingham.
Teaching takes place typically seven days a week and
several evenings, for most of the calendar year. As well
as teaching and conference facilities, the campus has
residential accommodation for staff and students, dining
facilities, and office accommodation.

The Foundation resources the theological education needs of the Church of England, the Methodist
Church, and Black Majority Pentecostal and independent churches. It offers educational programmes
which are validated by three different universities — Durham (undergraduate and postgraduate),
Newman (postgraduate) and the Vrije Universiteit Amsterdam (PhD). Queen’s is an Approved
Provider registered with the Office for Students.

The Foundation has a team of almost 50 academic and Professional Services staff and around 300
students. The staff and student body are diverse in terms of denomination, nationality, ethnicity, and
theological conviction.

Teaching and research programmes at Queen’s offer students the flexibility of full- and part-time
pathways, ranging from entry level to PhD. This includes training for ordained ministry, ministerial
development, Black Theology, and independent study, and PhD research.

About the Centre for Black Theology (CBT)

The Centre for Black Theology attracts many students from Black Majority Pentecostal Churches
among others. All students seeking more insights into Black and Womanist Theology are invited to
study through Centre, which is positioned as a space to affirm students racialised as 'Black' and
recognises their wider experiences of exclusion in wider society and the discourse of Christian
theology. The Centre is committed to assisting students to positively identify and define Black British
expressions of theology and includes global interest. Dr Dulcie Dixon McKenzie directs the CBT team,
supported by academics Dr Valentina Alexander, Professor Robert Beckford, and Dr Munyarangobo
Benda.

Since 2024 (until 2027), the CBT along with academics from the Research and Global Partnerships
team have been hosting the Queen’s Racial Justice Project supported by funds awarded by the Church
of England’s Racial Justice Unit. The project comprises of several main areas of work: a research and
empowerment project, a strategic series of events and programmes, supporting MA scholarships and
bursaries, and a national mentoring programme for UKME/GMH students aspiring to, or already
working at, postgraduate level.

Throughout the academic year, the Centre hosts various activities and events to attract potential
students, stakeholders, and the public to the work of Black and womanist theology in the centre. A lot
of the teaching and learning in CBT is offered online, which makes the programmes of studies
attractive to students in and outside of the Birmingham area, including overseas. At the postgraduate
level, the teaching and learning is mostly online. At the undergraduate level, online and on-campus
learning are shared with Anglican and Methodist ministerial candidates, and other independent
students.



