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The Bishop’s Chaplain 

The Bishop of Chelmsford seeks to appoint an Anglican priest to act as Chaplain to assist him 

in his diocesan role.  

 

The Post  

 

The role of Bishop’s Chaplain encompasses spiritual, liturgical, executive, pastoral, research 

and communication responsibilities. The role requires someone with clarity of thought, 

ability to work on complex issues with tact and diplomacy, an eye for detail as well as an 

appreciation of wider issues, excellent administrative and interpersonal skills and the 

capacity to manage and prioritise their workload according to the Bishop’s work agenda. The 

Chaplain will advise and be a sounding board to the Bishop and work collaboratively with 

other members of the team.   

 

The person appointed will need to be resilient and dependable, impartial and good 

humoured and have emotional and spiritual intelligence to navigate a varied, challenging 

and fulfilling ministry. 

 

The Chaplain will be paid a salary which will be the equivalent of an incumbent status 

stipend, be in receipt of a non-contributory Clergy Pension and be provided with a house 

free of rent and Council Tax in close proximity to Bishopscourt in order to carry out their 

duties more effectively. There is a national Bishop’s Chaplains’ network which provides peer 

support.  

 

The post is subject to Enhanced DBS (Disclosure and Barring Service) Clearance. 

 

The Bishop of Chelmsford, his Senior Staff and Office 

The Rt Revd Stephen Cottrell is the Bishop of Chelmsford. Alongside his primary work as 

chief pastor and leader in mission for the Chelmsford diocese, Bishop Stephen is a 

passionate speaker and writer on evangelism, spiritualty and catechesis. He is a member of 

the House of Lords. He is Chair of Church Army, Essex Clergy Charity, St Mark’s College, the 

College of Preachers, and Co-Chair of St Mellitus College. He is a member of CMEAC and 

convenes the informal ‘media bishops’ network. He is Visitor to the Society of the Precious 

Blood at Burnham Abbey and Bishop Protector for the Society of St Francis.  

 

 

 

http://www.chelmsford.anglican.org/
http://www.chelmsford.anglican.org/
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The Role 

 

The Bishop’s Chaplain will participate in and act as Secretary to the Bishop’s Staff team 

which includes:  

 

Bishop of Bradwell     Rt Revd John Perumbalath 

Bishop of Barking     Rt Revd Peter Hill  

Bishop of Colchester    Rt Revd Roger Morris  

Dean of Chelmsford Cathedral    Very Reverend Nicholas Henshall 

Dean of Mission and Ministry    Revd Canon Roger Matthews  

Archdeacon of Barking    Venerable Christopher Burke 

Archdeacon of Chelmsford   Venerable Elizabeth Snowden 

Archdeacon of Colchester   Venerable Ruth Patten 

Archdeacon of Harlow    Venerable Vanessa Herrick 

Archdeacon of Southend    Venerable Mike Snowden 

Archdeacon Stansted    Venerable Robin King 

Archdeacon of West Ham   Venerable Elwin Cockett  

Bishop’s Equality Adviser   Revd Ade Eleyae 
Chief Executive and Diocesan Secretary  Joel Gowen   
 

The Bishop of Chelmsford Office is located in Margaretting and adjoins the Bishop’s 

residence, Bishopscourt, Main Road, Margaretting, Ingatestone, Essex CM4 0HD.  

 

The Bishop’s Chaplain will join a team consisting of the Bishop’s PA, Mrs Mary Kersys and the 

Bishop’s Secretary, Mrs Jane Carter. There are staff offering occasional hours:  Independent 

Reviewer, Mrs Louise Douglas; Administrative Assistant, Mrs Jane Budd; and Driver and 

Estate Supervisor, Mr Ross Luke.  

 

The role of Bishop’s Chaplain is varied and interesting although it needs to be borne in mind 

that the principal tasks are administrative and working to strict deadlines. However a 

pastoral heart and a desire to see the Church grow are vital for working with this particular 

bishop!  

 

Another significant area of work is responding to complaints and drafting correspondence 

on behalf of the Bishop, taking the lead on processing and tracking the progress of 

disciplinary matters and offering advice to BSM members on issues of grievance, harassment 

and bullying and capability as set out in policies and procedures for the diocese.  

 

There will be daily prayer in the chapel with the Bishop. The Bishop’s Chaplain has 

responsibility as sacristan to ensure the chapel and services are prepared and resourced.  

     

The Diocese of Chelmsford  

The Vision Statement of the Diocese of Chelmsford reads: “Our passion is Jesus, proclaiming 
and living out God's love for all people.  We aspire to be a transforming presence in every 
community, open and welcoming to all, and serving all through faithful people, prayer and 
worship, visionary leadership and liberating gifts.” 
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The diocese of Chelmsford covers a region of around 1,530 square miles, encompassing five 

East London boroughs and the county of Essex. It has a population of more than 3 million, 

and with 463 parishes and 579 churches. Hugely diverse, spanning the culturally rich and 

ethnically diverse areas of Newham, Waltham Forest, Redbridge and Barking & Dagenham, 

and the suburbs of Havering and the countryside and towns across Essex, it is the second 

largest diocese in the Church of England. It is an area of significant regeneration with the 

development of the Thames Gateway, expansion of Stansted Airport, Harwich peninsula & 

seaport.  

In this diversity lay enormous opportunities. As Bishop Stephen says: “there are people who 

serve the Church in so many roles and capacities…. united in our desire to serve Christ…. and 

to work out what it means for each of us to be a disciple of Jesus Christ.”  With this in mind 

in 2017 the diocese launched a programme of missionary discipleship entitled ‘School for 

Disciples’ with training events across East London and Essex to enable people to grow in 

their discipleship and think what the church would look like if we re-imagine all we do 

around the injunction of the Lord to ‘make disciples’. This is part of the diocesan vision and 

strategy which goes under the title Transforming Presence. Launched in 2012 following a 

year of intensive consultations the diocese has four priorities: 

 inhabiting the world distinctively; 

 evangelising effectively; 

 serving with accountability; and 

 re-imagining ministry.  

More information about the diocese can be found at www.chelmsford.anglican.org 

More information about the diocesan vision and strategy can be found at 

www.transformingpresence.org,uk 

All the work of the diocese is supported and resourced in different ways by the charity 

known as the Chelmsford Diocesan Board of Finance (CDBF).  The diocese has an annual 

turnover of £22.1m, resourcing 517 clergy and approximately 127 lay ministers. As well as 

offering support services to parishes and church schools and a governance structure for the 

whole diocese.  

The Diocesan Office is located at 53 New Street, Chelmsford Essex CM1 1AT and a short 

drive from Bishopscourt.  

 

 

Application and Interview Process 

 

The closing date for completed applications is on Friday 15 November 2019 and an interview 

and selection process for shortlisted candidates will take place on Tuesday 26 November 

2019. 

 

If you have any queries about the process please contact Mrs Mary Kersys, PA to the Bishop 

of Chelmsford on 01277 352 001. 

http://www.chelmsford.anglican.org/
http://www.transformingpresence.org,uk/
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Diocese of Chelmsford 

Job Description 

Job Title: Bishop of Chelmsford Chaplain 

 

Job Summary: 

 

 

 

 

To support and facilitate the ministry of the Bishop of 

Chelmsford by: 

 Supporting the Bishop in his diocesan, civic and 

national responsibilities; 

 Supporting the Bishop’s Staff Team and acting on 

its behalf; 

 Ensuring effective procedural administration 

relating to office holders; 

 Contributing to the effective working of the 

Bishop’s Office with other staff  

 

Accountable to: Bishop of Chelmsford  

  

Other key relationships: 

 

 

 

Area Bishops 

Archdeacons 

Diocesan Secretary 

Dean of Cathedral  

HR Manager  

Diocesan Safeguarding Manager 

Diocesan Registrar 

Director of Ordinands 

Director of Communications 

Main Duties 

Supporting the Bishop in his responsibilities 

Pastoral and spiritual 

 Act as confidant and pastor to the Bishop, providing priestly counsel and spiritual 

support to the Bishop in his own ministry; praying regularly for and with the Bishop 

 Act as a sounding board and advisor to the Bishop 

 Be available as someone to whom the Bishop can talk in complete confidence 

 Ensure the needs of the diocese are prayed for each day. 

 Let the parishes know they are prayed for and encourage them to send in prayer 
requests. 

 Lead the Diocesan Deliverance Ministry Group and be the point of contact in the 
diocese for this ministry. Although the Chaplain will lead on Deliverance Ministry in 
the diocese no previous training beyond that which every priest has, is required. 
Training will be provided. 
 

Liturgical and leading worship 

 Liaise with the Dean and the Precentor in relation to episcopal services in the 

Cathedral  
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 Liaise with parochial clergy or officers in relation to services at which the Bishop will 

preside in parish churches and scrutinise orders of service 

 Attend the Bishop in the Cathedral on principal feasts, ordinations and other major 

services  

 Attend the Bishop on occasion at institutions, licensings and confirmations in the 

Diocese 

 Preach and preside at services around the Diocese as required  

 Prepare for services in the Bishop’s Chapel, co-ordinate diocesan prayer diary and 

daily prayer, and act as sacristan 
 

Research, preparation and liaison 

 Ensure that the Bishop is fully and appropriately briefed on all relevant matters  

 Review papers and bring to the attention matters the Bishop needs to be kept 

informed  

 Liaise as required with staff at Lambeth Palace, Church House Westminster, 

Parliamentary Affairs and Mission & Public Affairs and other external bodies to the 

diocese  

 Work with the Diocesan Director of Communications Team on matters relevant to 

the Bishop and the diocese  

 To assist with the management of the bishop’s website, including the production of 
new material 
 

Strategic 

 Take a strategic view on work undertaken at Bishopscourt and bring to the attention 

matters that informs and assists the Bishop in his work  

 Keep the Bishop abreast of developments and news relating to his role and ministry 

 Undertake duties as required that supports the Bishop in his engagements  
 

Practical and flexible 

 Drive the Bishop on occasion to meetings, services and engagements 

 Travel with the Bishop   

 Undertake whatever other tasks the Bishop may reasonably expect from time to 

time  
 

Supporting the Bishop’s Staff Team and acting on its behalf 

 Participate and act as secretary to the Bishop’s Staff, preparing the agenda for their 

meetings, attending, contributing and taking the notes, monitoring the decisions 

made in meetings 

 Act as the Bishop's representative with individuals, to parishes and at particular 

events/meetings, core groups and management planning meetings  

 Help to maintain and build on the effective and efficient communication which 

exists among the Bishop’s Staff  

 Ensure communication between the Bishop’s Staff and the Diocesan Office, key 

officers, Chelmsford Cathedral, Area Deans and the Registry  

 Liaise with clergy and lay leaders of the Diocese as necessary, acting as an 

ambassador for the Bishop throughout the Diocese and beyond 

 Attend meetings of the Bishop’s Council, Diocesan Synod and the Safeguarding 

Reference Group  
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Ensuring effective procedural administration 

 Liaise with the Area Bishops, Archdeacons,  Area Deans and others Officers and 

stakeholders as appropriate in appointment processes  

 Complete Clergy Current Status Letter (CCSL) for staff leaving / joining the diocese or 

moving posts within the diocese. 

 Review clergy Blue Files on receipt, prior to issuing a CCSL and prior to sending on to 

a receiving Diocese 

 Take particular responsibility for Subject Access Requests  

 Ensure the Bishop’s Office manages its responsibilities in relation to Clergy Terms of 

Service in liaison with the HR Manager 

 Oversee any processes related to the Clergy Discipline Measure  

 Liaise with the Registry and others on matters relating to Clergy Discipline 

 Liaise with the bishop’s PA & Secretary and the Registry with regard to ordinations; 

the issue of licences; and other legal documents 

 Represent the Bishop and Bishops’ Offices on pastoral matters 

 Attend the Office Meeting and bring matters to the meeting which require decisions 

and/or sharing of information 

 

Safeguarding 

 Work closely with the Diocesan Safeguarding Manager and Team on issues related 

to clergy and safeguarding 

 Attend core group meetings on matters of safeguarding relating to clergy  

 Ensure Clergy Personal Files are maintained with regard to safeguarding issues  

 

Working in the Bishop’s Office 

 Work as part of the Bishop’s office staff  

 Work closely with the Bishop’s PA and Secretary to assist the Bishop with daily 

routine matters including: 

- contact - face to face, by telephone and correspondence  

- matters of a pastoral, theological, liturgical and disciplinary nature 

 Work with office staff to develop effective systems and to ensure administration of 

the office is efficient and robust 

 Liaise and ensure coordination with the Area Bishop offices  

 Draft letters, emails and references in the Bishop’s name and responding in his/her 

own name to letters addressed to the Bishop where appropriate 

 Create a culture of hospitality and welcome in the Bishop’s Office 

 Attend regular office meetings for the Bishop’s Office 

 

Vocational, Personal and professional 

 Have a spiritual director or mentor 

 Take advantage of professional development opportunities 

 Have the opportunity to be licenced in a local parish  

 Be part of the national and regional Bishop’s Chaplains’ networks 
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Person Specification 

Selection Criteria  

The Person Specification gives criteria which will enable us to shortlist in a fair and unbiased way and 

select a preferred candidate at interview. Some of the criteria will be best tested during the 

interview process but you will be expected to demonstrate your suitability as far as possible in the 

Application Form.  

 

In the “Administrative and management ability” section, where “experience” is requested, this is 

desirable criteria, but the aptitude related to that experience is essential. 

 

The person appointed will be:  

Spiritual and personal maturity 

 Episcopally ordained in the Church of England or a Church in full Communion with it. This 

means an ordained Anglican cleric who can conduct worship on behalf of the Bishop and 

administer sacraments appropriate to the Church of England. This post has attached to it an 

occupational requirement under the 2010 Equality Act, Part 1, Schedule 9. 

 Designated at selection as Incumbent Status/Stipendiary who has satisfactorily completed 

IME1-7 

 Spiritually motivated and have a strong and secure faith in God based on prayer and 

theological study 

 Liturgically competent and sensitive 

 Have a lively intellect that reflects theologically 

 Able to maintain high levels of confidentiality and impartiality 

 Resilient, dependable and good humoured under pressure 

 Capable of robust engagement and debate in coming to corporate decisions and 

commitment to implementing and supporting decisions  

 Demonstrate personal loyalty to colleagues 

Administrative and management ability 

 Have a focused and disciplined approach to work with the ability to prioritise tasks and work 

to deadlines 

 Have proven administrative and drafting skills, capable of accurate attention to detail 

 Be computer literate (MS Office, databases) and have the vision to use IT to improve 

systems and efficiency  

 Be adaptable and flexible and able to prioritise and meet a broad set of demand and 

deadliness 

 Have experience of research and providing written or oral briefings 

 Have experience of developing and ensuring others implement processes or administrative 

systems 

 Have experience of participating in recruitment or other HR processes within or beyond the 

Church 
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 Have knowledge and experience of working within safeguarding policies and framework and 

be able to respond to issues diplomatically and pastorally    

 Have experience of supporting a leader or senior manager 

 Have experience of acting as a secretary or facilitator to teams/committees/meetings 

 

Interpersonal and relationship skills 

 Be approachable and personable with professional social skills  

 Be a collaborative person and a cohesive influence within their teams 

 Be an active listener who reads situations well and expresses an interest in and care for 

others 

 Be able to communicate clearly and articulately one-to-one and in groups 

 Have emotional intelligence, the ability to identify and assess their own and others’ 

emotions and demonstrate self-control 

Other 

 Have a full current driving licence and access to a car 

 

 

Special Notes and Conditions 

 

Employment: The Bishop of Chelmsford Chaplain is employed by the Bishop of Chelmsford in his 

Corporate Capacity.  

 

Stipend and pension: The Chaplain is paid a salary at the rate of an incumbent in the Diocese of 

Chelmsford (£26,880) and has the benefit of a non-contributory clergy pension.  

 

Housing: The Bishop’s Chaplain is required to live at the chaplain’s property (close proximity to 

Bishopscourt in Hutton) for the better performance of his/her duties:  

 
St. Peter’s House, 156C Rayleigh Road, Hutton, Brentwood, Essex CM13 1PH 
 

St Peter’s House is a detached two storey house built in 1956.  Ground floor accommodation 

includes kitchen, living/dining room, small study, and WC.  First floor accommodation includes four 

double bedrooms, bathroom with WC, and airing cupboard.  The house has gas fired central heating 

and benefits from solar PV panels.  There is a detached single garage.  At the time of advertising the 

house is rented out following extensive refurbishment in late 2016. 

 

St Peter’s House is 4.5 miles (10-15 mins drive) from the Bishopscourt, and 10 miles (25 mins drive) 

from the Cathedral and Diocesan Office.  The house is less than a mile from Shenfield railway station, 

which has direct services to London and other parts of the diocese and is the terminus for the new 

Crossrail line. 

 

The house is provided free of rent and Council Tax. 
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Working hours: The contractual hours are 35 hours per week, based around 9am-5pm, Monday to 

Friday. The post-holder will need to be flexible in the application of those hours to suit both the 

expectations of the Office and the Bishop and will require working on occasions in the evening and 

weekends where time off in lieu will be granted.  

 

Licence: The appointee will be given the Bishop’s General Licence under seal. 

This post is subject to an Enhanced Plus DBS (Disclosure and Barring Service) Clearance and an 
Occupational Requirement that the post holder be an ordained minister. 
 
Contract: This post is offered as an open ended contract, but with the hope that on the arrival of a 

new Bishop his/her view on continuing employment will be taken seriously 

 

Probationary period: There will be a probationary period of six months. 
 
Appraisal: There will be an Annual Ministerial Review in line with diocesan practice. 
Working Expenses will be reimbursed on a monthly basis. 
 
Retreat: The Chaplain will be encouraged to take an annual retreat and to attend appropriate 
conferences and training events, including the annual Bishops’ Chaplains conference. 
 

 

Other Duties 

1. To comply with terms and conditions of service 

2. To comply with Health & Safety 

3. To ensure that the principle of confidentiality and the requirements of the Data Protection 

Act are fully applied to all work of the Chelmsford Diocesan Board of Finance 

4. To actively promote the Diocesan Board of Finance’s Equal Opportunities Policy in all aspects 

of your duties 

5. To undertake such other tasks as may be reasonably requested by the post-holder’s direct 

line manager 


