
Chelmsford Diocesan Board of Finance 

Job Description 

 

Job Title: Building Surveyor & Project Manager 

 

Reports to: Diocesan Surveyor or Estates Manager 

  

Purpose Statement 

To assist in the maintenance and improvement of clergy housing in the Diocese of 

Chelmsford and help ensure that our housing stock meets required standards within budget 

constraints. 

 

Reporting Structure 

Reports to Diocesan Surveyor or Estates Manager 

Peers: Other members of the Development and Property Team; Finance colleagues 

No direct reports 

 

Nature and Scope 

The Diocese of Chelmsford works throughout Essex and East London and serving a 

population of 3m people.  The Chelmsford Diocesan Board of Finance (CDBF) supports the 

work of the diocese, with one of its key roles being the provision and maintenance of houses 

for clergy holding ecclesiastical office in the diocese.  There are around 420 operational 

properties in the estate.  Clergy houses (Vicarages) are where a parish priest lives and the 

base from which s/he works; the house is provided to place the priest at the heart of the 

community that s/he serves.  Clergy housing is a vital part of the church’s ministry. 

 

Our Development and Property team have the responsibility for the care and maintenance 

of these houses, for improving the estate and managing acquisitions and disposals.  The team 

have to be good stewards of the estate and the funds – averaging £2 pa – used to maintain it, 

which come in the main from voluntary contributions by people in parishes.   

 

This role is about buildings.  But more importantly it is about people – developing and 

maintaining good relationships with clergy, parishes, Archdeacons and contractors, and using 

these relationships to support the work of the diocese. 

 

There are three Building Surveyor & Project Manager roles in the team.  While the role 

description is generic, each will have specific areas of focus. 

 

Principal Accountabilities 

1. Work within and support a busy, multi-disciplined, property team that aims to deliver 

the best quality of clergy housing possible within the constraints of budget and policy 

2. Survey clergy houses to produce condition assessments and determine the needs for 

improvements and repairs 

3. To meet with newly appointed clergy to identify works that may be required to bring 

their house up to a set standard 
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4. Produce specifications for works  

5. Produce CAD designs (e.g. for kitchen and bathroom refurbishment projects) 

6. Manage the tendering process and the resulting contracts; oversee the delivery of 

contracts as the client’s representative (acting in a Clerk of Works capacity); 

including appropriate management and financial reporting. 

7. Supervise contracts for new building works (new builds and extensions) and liaise 

with contractors to ensure that standards and timescales are delivered within budget. 

8. Contribute to the development and delivery of the annual Estate Management Plan, 

and the development of policies and practices 

9. Diagnose building problems and instigate remedial work where necessary 

10. Liaise with Archdeacons and Churchwardens and also external consultants 

(structural engineers, architects etc) 

11. Support in managing and prioritising the budget 

12. Act as necessary under the Construction Design and Management (CDM) regulations 

13. Manage property care of closed churches and other CDBF buildings as required. 

14. As agreed with managers, operate and respond to resident calls to the helpdesk, 

assigning contractors and managing jobs, and attending site as required.  Ensure good 

communication with residents on property care matters 

15. Undertake such other projects and reasonable duties as may be required by the 

Director or Diocesan Surveyor/Estates Manager 

 

Key Relationships 

• Archdeacons  

• Clergy and other residents  

• Colleagues in the Finance team and Development team 

• Suppliers/Contractors 

 

Person Specification 

Essential: 

Qualifications 

1. Minimum professional qualification of Diploma or Higher National Certificate in 

Building 

2. A valid current driving licence is an essential as this role necessarily involves 

considerable travel to properties around the diocese. 

 

Experience, skills & knowledge 

3. Literate and numerate (e.g. able to produce clear survey reports, interpret valuation 

statements and invoices) 

4. Able to operate Computer-Aided Design (CAD) software to produce designs for 

improvement works 

5. Experience in one or more of: managing building contracts; project or construction 

management; managing contracts; QS services.  (A trade background may be suitable) 

6. Able to solve ‘on site’ construction issues with contractors, issue Rectification 

Notices and maintain quality control 

7. Experience of managing project budgets would be beneficial 

8. Ability to communicate well and to share information 

9. IT literate, able to use standard packages effectively  
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Personal qualities 

10. Able to work well within an (established) team and build positive relationships 

11. Be a ‘people person’ with a positive attitude and a genuine desire to help where 

possible, while working within budgetary and policy guidelines 

12. Ability to remain calm under pressure, and manage work priorities as necessary to 

meet deadlines 

13. Strong ‘customer focus’ with the ability to recognise customers’ expectations/ 

aspirations and manage them with sensitivity 

14. Be happy to take instructions and also to accept advice from colleagues 

15. An appreciation of the nature of the clergy role and the implications for housing 

 

Desirable: 

1. Some knowledge or understanding of the Church of England, its aims and ethos 

2. Chartered Surveyor or similar status 

3. Experience of managing budgets and programmes 

4. Knowledge of CDM Regulations 
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Outline of terms and conditions 

 

 

Responsible to: Diocesan Surveyor or Estates Manager  

 

Salary:  c£25,500-30,000 p.a. subject to experience and qualifications; more may be 

available for exceptional candidates 

 

Hours: This is a full time role based on a 35 hour working week, but the postholder 

may be required to work additional hours as to meet the reasonable 

requirements of the role.  The normal office hours are 09.00 to 17.00, 

Monday to Friday.  The post holder will be entitled to time off in lieu for 

attending meetings outside office hours. 

  

 A part time appointment may be considered for an exceptional candidate 

 

Pension: Enrolment in the Church Workers’ defined contribution scheme (a non-

contributory scheme with an 11% contribution by the Board) 

 

Annual leave:  Twenty-five days plus public holidays 

 

Probationary   6 months 

period: 

 

Notice period: 3 months 

 

Expenses:  Working expenses are paid at the Diocesan rates. 

 

Office base: Diocesan Office, 53 New Street, Chelmsford CM1 1AT.   

 

Contract: The contract of employment will be with the Chelmsford Diocesan Board of 

Finance.  

 

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

 

Driving licence: The post-holder must have and maintain a valid current driving licence.  A 

company pool vehicle is normally available. 

 


