
Chelmsford Diocesan Board of Finance 

Job Description 

 

Job Title: Education Support Officer   

 

Reports to: Director of Education 

 For some parts of the role day-to-day supervision will be provided by the 

Schools Officer   

 

Grade: 6 

£20,939 to £25,592 per annum, subject to experience and qualifications  

 

Purpose Statement 

 

This role is to enhance the work of the high performing Diocesan Education team by providing 

practical support to designated projects and routine and non-routine administration activities, in 

particular through excellence in communication, service provision, financial and project management. 

 

Nature and Scope 

The Diocese of Chelmsford is one of the largest and most populous dioceses in the Church of 

England, works across Essex and East London with a combined population of 3 million people.  The 

diocese has responsibility for about 140 Church Schools and Affiliated Schools.  There is a diocesan 

multi-academy trust (http://www.vineschoolstrust.co.uk) and a growing number of local multi-

academy trusts that include church schools.   

 

Through its Children’s and Youth work, and ministries in Church and Community schools and 

academies, we estimate that the diocese has regular contact with around 100,000 young people. The 

Diocesan Board of Education is a statutory body with certain legal responsibilities for church schools.  

Its scope also includes support for work with Children, Under-5s and chaplaincy work in colleges and 

universities. 

 

Whilst we serve all church schools, there are particular premises related responsibilities for 

Voluntary Aided (VA) schools. There are presently 45 VA schools. An increasing number of schools 

are becoming Academies; a crucial task of the department is to support them in the academy 

conversion process and liaising with legal teams as needed. 

 

The Mission Statement of our Board of Education is to:   

 

 Promote life in all its fullness through Education across Essex and East London. 

 

 Support transforming presence that offers life enhancing encounters with Jesus 

Christ. 

 

 Provide schools of Christian character for the common good. 

 

 Our priorities are to resource and equip schools, colleges and parishes to  

o go more deeply,  

o range more widely  

o relate more closely 

 

http://www.vineschoolstrust.co.uk/
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This is an important new role in our team. We are seeking a person who will take on a number of 

new responsibilities to support our Schools Officer in financial, academy conversion and building 

project administration, as well as offering support alongside an administrator colleague.  

 

Principal Tasks 

 

Financial, Academy Conversion and Building Project Duties   

 

1. Alongside the Schools Officer, manage the administrative process for Academy conversions, 

including reviewing and monitoring the necessary stages of the conversion process and 

liaising with schools and legal teams.  

 

2. Supporting the Schools’ Officer to maintain good relationships with all schools to ensure 

capital work goes through the correct appraisal and approval process.  

 

3. Monitor, review and follow up with Voluntary Aided schools on the necessary statutory 

requirements in relation to premises.  

 

4. To maintain the central database/library of all agreements relating to school land owned by 

the Diocese or where the Diocese has a vested interest and ensure academy AGMs are 

monitored by the DBE and CDET. .  

 

5. To upload Church School inspection reports when they are published onto the website and 

liaise as needed with the Church School Inspections Manager 

 

6. To ensure relevant invoices and expenses are input onto SAP within appropriate time 

frames, follow up outstanding invoices appropriately and providing a monthly invoice and 

budget status report.  

 

Administration Duties   

 

7. Working with the Education Support Officer to: 

a. To arrange training events, projects and courses for the Education Team/DBE and 

provide administration in relation to these.   

b. To work with others to design and produce attractive publicity and brochures 

promoting the courses and services offered by the department. 

c. To maintain and further develop relevant electronic systems for the department, 

including the DBE website (www.cdbe.org.uk) and appropriate records. 

 

8. To compile and publish a Schools e-Bulletin half-termly using MailChimp software. 

 

9. To input information as required onto relevant databases including mydiocese (contact 

management system.  

 

Other Duties  

 

10. To undertake small-scale projects or assignments relating to the work of the education team. 

 

11. To undertake any other such tasks as may reasonably be required by the DDE or Schools 

Officer.  

 

http://www.cdbe.org.uk/
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Key Relationships 

 Schools Officer  

 Education Support Officer  

 Director of Education and  

 Education Support Officers and Consultants 

 Diocesan Finance Department 

 Diocesan legal and professional advisers  

 Local Authorities  

 Roman Catholic Diocese of Brentwood 

 DfE, esp. its Education Funding Agency  

 Schools and their leaders 

 

Person Specification 

Essential: 

 

1. Graduate level or equivalent level of education or substantial relevant and transferrable 

experience operating at a similar level.   

2. An ability to work with minimal supervision and proactively to determine next steps when 

managing a workload which combines project work and administration tasks.   

3. Previous experience in undertaking complex and non-routine administration tasks.     

4. Excellent IT skills, including experience of using MS Office products e.g. Word, Excel, 

Outlook, Powerpoint and ability to learn SAP (finance system). 

5. Numerate and experience of working with numbers and data, including the ability to gather 

and monitor information.   

6. Organised, methodical, efficient, analytical, attentive to detail (including the ability to 

understand legal documents), accurate and dependable, but able to think creatively and 

problem solve. 

7. Good written and verbal communication skills. Ability to communicate effectively with a 

wide range of people and to be able to be diplomatic but assertive when needed. 

8. Able to produce attractive written and online resources. 

9. A collaborative, approachable and good humoured team member.  

10. Energy and willingness to engage with schools and other partners. 

11. Willingness to work in a Christian environment 

 

 

Desirable: 

 

1. Skills in website and online design and communication, inc desktop publishing skills 

2. Experience of financial and project management 

3. Working knowledge of current schools issues and systems 

4. Commitment to the purposes of the department to advance Christian Education and to 

engage with the mission, structures and organisation of the Church of England. 

5. Understanding of the maintained schools system, its structures and organisation.  

6. Ability to assist members of the Education Department with day to day ICT issues. 

7. Genuine interest in education, children’s or schools work.  

8. Driving licence or access to own transport. 
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Outline of terms and conditions 

 

 

Responsible to: Director of Education   

 

Salary:  Grade 6  

£20,939 to £25,592 per annum subject to experience and qualifications 

 

Hours: This is envisaged as 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. 

 

The postholder may be required to work additional hours as to meet the 

reasonable requirements of the role.   

 

Flexibility (e.g. during school holidays) maybe offered to 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   3 months  

period: 

 

Notice period: 1 month  

 

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. 

 

 

 


