
Chelmsford Diocesan Board of Finance 

Job Description 

 

Job Title: Bookshop and Resource Manager  

 

Reports to: Head of Service Delivery   

 

Salary:  £22,000 to £26,000 pa pro rata, subject to skills and experience  

  

Purpose Statement 

To ensure the day to day smooth running of the bookshop. To supervise any staff including 

volunteers. To work as part of the general team in the Diocesan Office but with particular 

reference to the Bookshop.   

 

Reporting Structure 

The line management responsibility is to the Head of Service Delivery who is ultimately 

responsible to the Chief Executive. You will also work alongside and closely with colleagues 

in Reception and the Finance Department.  

 

Nature and Scope 

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

across Essex, the unitary authorities of Southend and Thurrock, and five East London 

Boroughs serving a population of around 3 million and rising.  We have nearly 600 churches, 

which are served by around 500 clergy.   
 

Within the Diocesan Office, we have a Christian Bookshop which serves the people and 

clergy of Essex and East London and occasionally other dioceses across the country. We sell 

books, gifts, cards and resources that will aid, equip and inform them in their mission and 

ministry within the Church of England and in their personal faith journey. We also have a 

number of non-Anglican churches who hold accounts with us.  

 

The service provided is often advisory – customers often want to have recommendations of 

books for particular life events, or advice on training or preparation courses so a good 

working knowledge of what is popular, available and current and within particular price 

ranges is essential.  

 

Tasks involved are very varied and the Bookshop Manager needs to be able to multi task.  

Such tasks include: cash sales, invoice raising, statement issuing, debt control and recovery, 

dealing with account queries, till reconciliation, posting orders, ordering from suppliers, 

processing orders including email and telephone orders, all aspects of stock control, using 

the internet and other data bases.  

 

The bookshop staff work with colleagues within the diocesan office to fulfil requests made 

specific to their departments.  



 

The Bookshop sits in the Front of House Team and shares the reception desk and 

responsibilities with the Reception Team.  

 

There is also a book club that the Bookshop Manager is responsible for coordinating and 

which meets in the Diocesan Office during working hours once a month excluding August. 

This is open to all and is mostly comprised of book shop customers.  

Principal Accountabilities 

 To assist customers and enquirers with orders and purchases either through 

email, telephone communication or in person. 

 To ensure an efficient and smooth record system of orders and invoices for 

purchases, including the issuing of invoices on agreed credit accounts, monitoring 

receipts, issuing monthly statements, follow-up debtors and report regularly to 

the line manager. 

 To ensure that the budget for the Bookshop is adhered to. 

 To maintain an up-to-date knowledge of current and new book releases and 

other suitable resources available in all media. This includes meeting and liaising 

with suppliers, and in consultation with others, arranges purchases with 

suppliers.  

 To control cash, credit card and National Book token Gift card transactions; 

working with the Finance department to ensure the Merlio system works 

effectively with the office accounts. 

 Responsible for liaising with suppliers, stock purchasing and stock taking. 

 Ensuring stock reflects the seasonal calendar e.g. Christmas, Lent 

 Coordinating the bookshop stall at Diocesan events and meetings such as 

Archdeacons’ Visitations, training events, conferences and Diocesan Synod 

 Line management of the Bookshop Assistant, including day-to-day management of 

duties, undertaking PDR and setting objectives.  

 Recruiting, managing and developing volunteers for the Bookshop 

 Coordinating the bookclub, including arranging the diary and reading schedule.  

 Raising the profile of the Bookshop through advertising.  

 Working with the reception team to ensure that reception duties are covered.  

 Working with the Communications Team to raise the profile of the bookshop 

through marketing and advertising through social media with an aim of increasing 

sales.   

 In addition, to undertake other such reasonable duties as may be required by the 

Head of Service Delivery. 

 

Key Relationships 

 Working closely with the Bookshop Assistant and any volunteer staff  

 Working alongside reception staff  

 Working with suppliers 

 Working with the line manager 

 Communications team  



 

Person Specification 

 

Essential: 

 Excellent customer service and interpersonal skills 

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

and processes or ability and willingness to learn and apply  

 Previous retail experience in a similar position, such as for a small and/or niche 

retail outlet 

 The ability to work accurately under pressure and meet deadlines with good 

attention to detail  

 Competence in using IT software (Microsoft Outlook, Word and Excel) and the 

internet, especially social media platforms. 

 Efficient in numeracy skills and have a good understanding and, ideally, experience 

of invoicing and figures. 

 Organisational skills and ability to deal with competing demands and prioritise 

 Flexible and proactive approach to working in a small team and dealing with 

customers. 

 An interest in reading and literature   

 Comfortable and sensitive approach when dealing with customers (which include 

clergy, lay ministers and lay officers) who are looking to purchase Christian 

literature and products.   

 

Desirable: 

 Experience of managing a small team and/or volunteers  

 Educated to A-Level or equivalent experience and training 

 Good working knowledge of Merlio (or similar retail/account keeping program)  

 Experience of advising people on purchases of Christian literature and products  

 Creativity  

 

  



Outline of Terms and Conditions 

Role Bookshop Manager  

 

Responsible to Head of Service Delivery  

 

Salary £22,000 to £26,000pa pro rata subject to skills and experience  

 
Contract 

 

This is a part time appointment for 21 hours per week  

 

Hours The normal hours are 0900 to 1700 Monday to Wednesday. 

The post holder will be entitled to time off in lieu for attending 

meetings outside of office hours.  

The post holder may also be required to work additional hours to 

meet the reasonable requirements of the role. 

The role involves some travel and work outside of normal hours to 

attend diocesan events such as Archdeacons’ Visitations, training 

events, conferences and Diocesan Synod.  

 

Pension Enrolment in 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.  

 

Annual Leave 25 days plus 8 public holidays pro rata, rising to 29 days after 5 years’ 

service (calculated on a pro rata basis for part time members of staff).  

 

Probation 

Period 

3 months. 

 

 

Notice Period After service of one month 1 weeks’ notice for the first six months.  

Upon successful completion of the probationary period you will be 

required to give 1 months’ notice. 

 

Expenses Working expenses are paid at the Diocesan rates.  

 

Base Diocesan Office, 53 New Street, Chelmsford, CM11AT. The 

organisation may move the normal place of work.  You will also be 

required to work at other locations within the Chelmsford Diocese in 
line with the requirements of your role. 

 

Contract The contract of employment will be with the Chelmsford Diocesan 

Board of Finance (CDBF). 

 

Pre-employment 

Checks 

The contract is subject to 2 satisfactory references  

 

 

Right to work Proof of eligibility to work and reside in the UK. 

 


