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INTRODUCTION

Background to the Post

The Diocese of Chelmsford is the second largest in the Church of England.  It covers the whole of the
County of Essex and the five East London Boroughs.  It has a population of nearly 2.8 million and
comprises over 500 parishes.  It is served by 460 ordained ministers and nearly 300 Readers and
other lay workers.  The Diocese is divided into three Episcopal Areas, each one led by an Area Bishop.

Colchester Area serves over half (the northern part) of the County of Essex and has a population of
slightly more than 500,000.  There are just under 100 parishes/benefices grouped currently into 9
deaneries.  The Area is served by around 90 stipendiary clergy, 25 self-supporting ministers and has
226 churches within its boundaries.

The Area Bishop’s responsibilities include the care of the clergy (and their families) and other ministers
in this Area; the sponsoring of ordination candidates; the ongoing oversight of the parishes and their
clergy; and the maintenance of links with a range of secular organisations in his Area.  He also has
some national and wider responsibilities as a bishop.

The Bishop’s Personal Secretary holds a key and vital role in support of the Bishop and his ministry.
The Bishop’s office is situated in a largely self-contained suite within his home so the post holder will
need to be comfortable working in a quasi-domestic environment in which children and dogs are also
present.

The Current Bishop of Colchester is Rt Revd Roger Morris. Roger trained for the ministry at Ridley
Hall, Cambridge. He served his first curacy at Northleach with Hampnett and Farmington; Cold Aston
with Turkdean and Notgrove in the Diocese of Gloucester from 1993 to 1996. He was then Rector of
Sevenhampton with Charlton Abbotts, Hawling and Whittington; Dowdeswell with Andoversford, The
Shiptons, Salperton; and Withington. From 2003 to 2008 he was Diocesan Director of Parish
Development and Evangelism in Coventry Diocese. From 2008 until his present appointment he was
the Archdeacon of Worcester. 

Roger is married to Sally, Headteacher of Manningtree High School and a Minister in Secular
Employment (MSE). They have two daughters. Roger stage-manages the Canopy Stage (previously
‘The Performance Café’) at the annual Greenbelt Christian Arts Festival. His interests include popular
music, films, supporting Bristol Rovers and walking the family’s dog. Roger is patron of CYO (who
work with young people in schools), patron of Colchester Food Bank, President of St Helena Hospice
and a Patron of YES (Colchester and Tendring’s Youth Enquiry Service). He also sits on the Essex
County Council Strengthening Communities Board.

Purpose Statement

• To provide efficient and courteous office administration and secretarial support for the Bishop 
to enable him to fulfil his Episcopal ministry in the most effective way possible, both in and 
beyond the Colchester Episcopal Area.
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Principal Accountabilities

• Ensure the smooth running of the Bishop’s office.  Manage and develop effective office systems 
and provide for the economic procurement of office supplies, stationery and equipment as 
required.

• Deal effectively with all visitors and in-coming communications, ensuring timely and 
appropriate action and response; Use appropriate discretion to answer basic queries, draft 
responses and prepare final correspondence and, seek guidance from the Bishop as necessary; 
Highlight important issues for the Bishop’s attention.

• Welcome all who visit the Bishop, giving assistance with simple hospitality where appropriate.

•    Ensure the strictest confidentiality in dealing with personal information and sensitive matters 
and maintain a comprehensive and confidential  filing system,  databases, and other records in 
compliance with the Data Protection Act.

• Take a pro-active approach to ensure that the Bishop’s diary is well managed, making 
appointments for the Bishop.  Ensure the Bishop’s own diary is kept up-to-date.  Organise the 
Bishop’s Ministerial Development Review appointments with clergy.

• Prepare and distribute agendas for meetings chaired or facilitated by the Bishop and ensure all 
relevant information is available to the Bishop in advance of meetings.  Help organise special 
Area events – book venues, order refreshment etc.

• Maintain the Bishop’s financial accounts (Working Expenses and Discretionary Accounts) and 
make quarterly returns to the Church Commissioners in Central London.

• Work collaboratively with other offices within the Diocese, including those of the Diocesan 
Bishop of Chelmsford, the Archdeacon of Colchester, the Archdeacon of Stansted, the 
Diocesan Secretary, the Diocesan Registrar, other Area Bishops and Archdeacons and 
members of the Colchester Area Team and wider Diocesan Staff.

• Work closely with the Diocesan Communications Team in accordance with the Diocesan and 
Bishop’s Communications Strategies.

• Maintain familiarity with diocesan policies and relevant national guidelines and be accountable 
for personal development including participating in training and staff events as required

• Undertake other duties as may be reasonably required by the Bishop
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PERSON SPECIFICATION

We are looking for someone who has high quality administrative skills that they wish
to use to serve the Church and its work.
In addition to the required level of secretarial qualifications, the person should meet
the following requirements:

Essential:

The person appointed needs to be willing and able to:

• show educational attainment to ‘A’ level or equivalent.

• use computers with high levels of competence and confidence in an increasingly electronic   
office environment and to operate e-mail and diary management systems. 

• make use of outstanding written communication skills, including very high level of attention to 
detail, excellent grammar and spelling. 

• use good communications skills, especially in receiving and relaying messages.

• develop and maintain good relationships with a wide range of people including those working
in a voluntary capacity.

• deal in a confident, welcoming manner with telephone callers and visitors, with patience 
and diplomacy. 

• deal confidentially with personal information and sensitive matters including being meticulous 
with the handling, filing and security of personal information.

• work flexibly and collaboratively.

• work on her/his own, (at times) under pressure.

• be comfortable working within appropriate confidential boundaries.

• propose and take on initiatives leading to improved administrative outcomes.

• undertake a variety of tasks as need arises.

• undergo training courses and attend day seminars as needed.

• collaborate with other colleagues in other offices to establish best practice.
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Desirable:

It would be an advantage if the person appointed also possessed the following:

• a full driving licence and use of their own car with insurance for business purposes.

• some understanding of the Church of England, its structures and organisation.

• a desire to work in a Christian environment.

• a working knowledge of Apple products.

OUTLINE TERMS AND CONDITIONS

Job Title: Personal Secretary to the Bishop of Colchester 

Reports to: The Bishop of Colchester

Terms: This full time appointment of 35 hours per week will be within the range £21,254 - 
£24,700 dependent upon experience and successful completion of the probationary 
period.

The post will involve work at the office attached to the Bishop of Colchester’s        
residence at 1 Fitzwalter Road, Colchester, CO3 3SS.

There will be an initial probationary period of three months. 

The appointment may be terminated by one month’s notice on either side following 
the successful completion of the probationary period.

The post-holder will be eligible for entry into the Church Workers’ defined 
contribution scheme (a non-contributory scheme with an 11% contribution by the 
Board); or an equivalent contribution to another pension scheme

Expenses of office will be reimbursed in accordance with diocesan rates.

Normal office hours are 8.30am to 4.30pm Mondays to Fridays. 

Based on a five day working week, the annual leave entitlement will be 25 days in a full 
year, plus statutory and other public holidays. 

The contract of employment will be with the Chelmsford Diocesan Board of Finance.

The post-holder must have the right to reside and work in the UK.


