
Chelmsford Diocesan Board of Finance 

Job Description 

 

Job Title: Project Co-ordinator (up to 1 year fixed term contract) 

 

Reports to: Director of Development & Property 

 With day to day liaison with the Area Dean of Newham  

 

Salary: £21,253 to £24,000 per annum, (subject to experience) 

 Pro rata salary for 25 hours per week - £15,180 to £17,142 per annum  

  

Purpose Statement 

To co-ordinate an exciting programme of projects which seek to renew church buildings and 

provide new affordable housing in East London. 

 

Reporting Structure 

Formal line management is with the Director of Development and Property.  On a day to 

day basis the Project Co-ordinator will work closely with the Area Dean of Newham who is 

leading these projects, and the lead retained consultant for the programme. 

 

Nature and Scope 

The Diocese of Chelmsford is vibrant and growing with our 463 parishes and 139 schools 

across the five east London boroughs (Newham, Waltham Forest, Barking & Dagenham, 

Havering and Redbridge), Essex and the unitary authorities of Southend and Thurrock.  The 

population of the diocese exceeds 3 million people and is expanding rapidly, particularly in 

East London.  New housing areas alone will increase the population by 10% over a decade.   

 

The Chelmsford Diocesan Board of Finance is the registered company and charity that 

manages the financial and property affairs of the diocese.  It has a turnover of £23m and 

asset base in excess of £290m. 

 

This significant role will give you an opportunity to make a difference to a critical social issue 

in London – the shortage of genuinely affordable homes.  Our small team is enabling 

churches to access grant, technical and development support to create new or renewed 

facilities for churches alongside genuinely affordable homes.  We are working with the 

Greater London Authority to pilot churches using its ‘Innovation Fund’.   

 

The work involves co-ordinating the many people involved, collecting and sharing key 

information, and enabling the work to move forward efficiently.  You will be a positive, can-

do person, personable, patient and persuasive.  You will enjoy the responsibility of the role 

and the challenge of an ambitious programme. 

 

This is a role where experience is not as essential as having the right skills and attitude.  

There is not a genuine occupational requirement for this role, however the post holder 

needs to be comfortable working effectively across the many strands of thinking to be found 

within the Church of England, irrespective of their personal views. 
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Principal Accountabilities 

1. Co-ordination of the projects, including: 

a. managing progress against programmes and timetables 

b. managing stakeholders to ensure timetables are met  

2. Collecting and managing information, including responsibility for managing the virtual 

project datarooms and filing systems. 

3. Arrange project meetings and the organisation of appropriate meeting papers and 

take minutes.  

4. Maintaining project documentation including risk registers and contracts. 

5. Appropriate communication and dissemination of information within the project 

team and to stakeholders.  

6. Producing reports, collating work done (including presentations, documents, 

spreadsheets and other figure work). 

7. Undertaking research to support the project including sourcing information in 

diocesan and parish files. 

8. Ensuring that the project follows relevant regulations, legislation and guidance of the 

Charity Commission and other regulators. 

9. Undertake such other reasonable duties as may be required by the Director of 

Development & Property. 

 

Measures of Success:  

 
Area  Measures of Success 

Information 

collection and 

management 

 On-line data and activity tracker live and current 

 Files and folders accurate orderly and accessible 

Communication and 

dissemination 

 

 Proactive communication happening 

 Routine reports produced and published on time 

 Responsive by phone and email 

 Quality dissemination of approved material 

 Confidentiality recognised and respected 

Co-ordination of 

timetables, activities, 

partners and 

potential partners;  

 

 Maintaining and controlling the project diary 

 Keeping track of deadlines, commitments and meetings 

 Preparing material for events and meetings 

Producing reports, 

collating work done  
 Understanding the projects and cross-fertilisation prospects 

 Producing paper and electronic materials as required and to a high reliable 

standard 

Representing the 

project well 

 Supporting and maintaining the pleasant demeanors and attitudes of the 

team 

 Maintaining the reputation for effectiveness of the project 
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Key Relationships 

 Working alongside the Project Manager (Ten Spires)  

 Updating and responding to key colleagues in Chelmsford Diocese, especially the 

Diocesan Chief Executive, Bishops, Archdeacons and other church stakeholders  

 Aware of and working with our prospective and chosen partners who include large 

housing associations and developers 

 Professional and commercial advisers and consultants on development issues 

 Client and beneficiary churches 

 Diocesan colleagues including property team, legal advisers and finance team 

Person Specification 

Essential: 

1. Maths and English qualifications of at least GCSE grade C (or equivalent)   

2. Good communication skills including the abilities to  

o produce clear and well-presented reports, and to  

o engage positively with small groups  

3. Excellent interpersonal skills, in particular ability to network and develop links with 

other agencies 

4. Highly organised, with the ability to self-manage and prioritise a workload, but also to 

work effectively and pro-actively with infrequent supervision 

5. Ability to manage deadlines and work quickly and accurately 

6. Interested in detail and finding answers, but also able to work with uncertainty 

7. Collaborative 

8. Ability to manage a budget and keep track of financial information 

9. Ability to manage confidential information 

10. Strong IT skills, particularly word processing, spreadsheets, presentations 

11. Enthusiastic, motivated and flexible 

12. Commitment to the aims and objectives of the programme, namely enabling new 

affordable housing and renewed church and community infrastructure 

 

Desirable: 

1. Educated to graduate level (or equivalent) in any subject (highly desirable)  

2. Knowledge and understanding of the Church of England; its values, structures and 

processes 

3. Experience of working in a church or charity context 

4. Ability to constructively and sensitively challenge established ways of doing things  

5. Knowledge or qualification in a commercial, legal, project management or town 

planning field would be a distinct advantage but is not essential 
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Outline of terms and conditions 

 

Salary:  £21,253 to £24,000 per annum, (subject to experience) 

  Pro rata salary for 25 hours per week - £15,180 to £17,142 per annum  

 

Fixed Term: This contract is fixed term for up to 1 year due to funding, but may be 

extended subject to satisfactory performance and the availability of 

further funding. 

 

Hours: This is a part time role; 25 hours per week working week.  There is 

some flexibility over the working pattern but typically 9.30am to 3pm 

Monday to Friday (inc 30 mins unpaid break). A 21 hour per week 

contract would be considered for the right candidate if requested. 

The work may include occasional evening meetings for which the post 

holder will be entitled to time off in lieu. 

  

Location: There is some flexibility on location; however the post holder would 

be expected to be in our Chelmsford office at least 1 day per week 

and an office in the Beckton Centre at least 1 day per week. 

Some working from home may be permissible. 

The nature of the role will require travel between Chelmsford, east 

and central London. 

A laptop will be provided to assist with remote working. 

 

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

contributory scheme with an 11% contribution by the Board) 

 

Annual leave: Twenty-five days plus public holidays pro rata  

 

Probationary  3 months 

period: 

 

Notice period: 1 month 

 

Expenses: Working expenses are paid at the Diocesan rates 

 

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 

 

 


