
Chelmsford Diocesan Board of Finance 

Job Description 

 

Job Title: Diocesan Director of Ordinands (DDO) 

 

Reports to: Dean of Mission, Ministry and Education 

  

Purpose Statement 

As an officer of the Diocesan Bishop, the DDO ensures the quality and effectiveness of our 

selection processes for ordination candidates. The DDO has lead responsibility for: 

a) managing the process of discernment, sponsorship and preparation for national 
selection, training and deployment of ordinands in partnership with the Area 

Bishops. 

b) the development, coordination and monitoring of the Diocesan Vocations Strategy. 

Reporting Structure 

The DDO is accountable, and has direct access, to the Bishop of Chelmsford. The DDO 

works closely with the Area Bishops, who are the sponsoring bishops for ordination 

candidates in their Episcopal Area. 

 

Organisationally, the DDO is a senior member of the Diocesan Mission and Ministry team 

and is managed by the Dean of Mission, Ministry and Education.  
 

The DDO manages the work of the Assistant DDO, the Vocations Enabler and 

Administrator, each of whom are part-time. 

 

Nature and Scope 

The Diocese of Chelmsford is a large, vibrant and changing diocese covering five East 

London Boroughs and the County of Essex, including the unitary authorities of Southend and 

Thurrock. We are focussing our strategic development around Transforming Presence, details 

of which can be found at www.transformingpresence.org.uk. A core aspect of Transforming 

Presence is the on-going task of Reimagining Ministry which includes developing our vocations 
strategy. The number of candidates exploring ordination has increased over the last five 

years and our aim is that this trend should continue. 

 

Our current budget for stipendiary curates is 16. The majority of our curates have been 

sponsored by this diocese but there are always a small number who are released and 

recruited each year. 

 

The following statistics give a snapshot of the numbers of people the DDO and Assistant 

DDO are currently dealing with (2018 figures are given in brackets for comparison). There 

are just under 100 (85) people in the selection process at the present time. We have 76 (75) 

ordinands in training at twelve institutions and expect something like 35 (30) to attend 

Bishops’ Advisory Panels this year. During 2020, up to 30 people will be ordained Deacon. 

This has been an average figure in recent years. 

Ministry Division is introducing a new national selection process from January 2021. 

Preparations are already in hand and the new post-holder will have a key role in managing 

the smooth introduction of new processes. 
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Principal Responsibilities 

1. To manage and develop our diocesan selection processes for potential ordinands in 

accordance with diocesan strategy and national policy. 

2. To manage the work of the Assistant DDO and the Vocations Enabler; to delegate 

appropriate aspects of the selection process to the Assistant DDO and to Area 

Wardens of Ordinands. 

3. To develop practical strategies for the encouragement of vocations to all forms of 

ordained and lay ministry and monitor the results in partnership with Area and Deanery 

Vocations Advisers (who have the prime responsibility for implementing the strategy). 

4. To advise the bishops on national policy concerning vocation, selection and training and, 

subject to the Bishop of Chelmsford's guidance, oversee its appropriate implementation 

in the Diocese. 

5. To develop good relationships with, and to promote the Diocese to, Theological Course 

and College Principals. The DDO will be especially concerned with our diocesan 

partnership with St Mellitus College, including the Chelmsford teaching centre 

6. To support the Lay Development Adviser with issues of selection for authorised and 

licensed lay ministry. 

7. To support the IME2 Coordinator and Training Team with the training of Training 

Incumbents.  

8. In relation to ordination candidates: 

a. To lead candidates through an appropriate interview and discernment process, 

prepare required paperwork, take up references and guide candidates in response to 

their sense of vocation. The DDO will normally meet with spouses, or other 

appropriate members of candidate’s households, during the discernment process. 

b. To advise the Area Bishops about the suitability of candidates for sponsorship to 

Bishops’ Advisory Panels (BAP) and seek the Bishop’s advice on the category of 

sponsorship in each case. 

c. To liaise with the Ministry Division of the Archbishops' Council and candidates about 

BAP dates and venues and arrange applications to the Candidates Panel. 

d. In partnership with the sponsoring bishop, to debrief candidates following their 

attendance at BAPs and to ensure that adequate pastoral care is offered to those not 

recommended for training for ordained ministry. 

e. To oversee the progress of those recommended for training through to ordination 

and to share the on-going discernment of vocation and pastoral care of ordinands 

and their families in association with theological college/course staff and the 

sponsoring bishop, alerting the bishop concerned immediately to issues and problems 

which may arise during training. 

f. To keep up-to-date with developments in theological training and to visit staff and 

ordinands in training. 

g. To oversee the finances of those in training including arranging diocesan maintenance 

grants for those training full-time at theological colleges and on Mixed Mode courses.  

h. To liaise with the Finance Department and with the Grants Secretary of the Ministry 

Division in connection with the financial support offered to Ordinands and to manage 
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the RME Block Grant system as it applies to each individual candidate in conjunction 

with the TEI’s 

i. To work with the bishops and the Dean of Mission, Ministry & Education, in 

partnership with the CMD Advisers, on the identification of suitable training 

incumbents and contexts for title post curacies. To liaise with ordinands, training 

incumbents and theological college staff about the context in which ordinands should 

serve their title curacies. 

j. To maintain accurate, secure records and ensure relevant information is 

communicated between candidates, Ministry Division, the bishops, CMD and the 

Diocesan Office Administration, paying careful attention to Safeguarding and GDPR 

issues. 

k. To advise the relevant bishop about self-supporting priests or deacons who wish to 

transfer to stipendiary ministry and, when necessary, arrange applications to the 

Candidates Panel.  

l. To be up to speed with training for the new style of BAP Paperwork, Panels and 

Report writing and be effective in rolling this out across the team, from Autumn 

2020. 

9. To attend or preach at services around the diocese in connection with these 

responsibilities on average two Sundays a month. 

10. To convene working and task groups relating to selection and vocations. To attend 

relevant departmental meetings. 

11. To manage and direct the work of the DDO’s part-time administrator. 

12. To make provision for their own continuing ministerial development and well-being, in 

agreement with the Bishop of Chelmsford and Dean of Mission, Ministry and Education.  

13. Undertake such other reasonable duties as may be required by the Dean of Mission, 

Ministry and Education or the Diocesan Bishop. 

 

Key Relationships 

 The Bishop of Chelmsford and the three Area Bishops 

 The Assistant DDO 

 The Vocations Enabler 

 The DDO’s Administrator 

 The Area Ordination Advisers and Vocations Advisers 

 The Mission and Ministry Team  

 Heads of Discernment and Formation and staff at Ministry Division 

 Principals and Staff of TEI’s  
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Person Specification 

The person appointed will be: 

1. A priest in the Church of England with experience of more than one context or 

tradition. 

2. A prayerful and wise Christian disciple with high levels of self-awareness and 

emotional intelligence together with gifts of discernment and communication. 

3. Experienced in working with people one-to-one, especially in vocational discernment  

4. Able to work alone (eg in selection interviewing) and collaboratively as part of a team 

5. Able to hold the strategic ministry needs of the institution in creative tension with 

individual vocational discernment 

6. Able to give direct and accurate feedback and guidance to candidates and bishops 

7. Able to build trust and work positively with ordinands, clergy and parishes across all 

church traditions 

8. Skilled in the leadership of task groups, including volunteers 

9. Experienced in managing a small team 

10. IT proficient, able to competently use standard office applications and able to manage 

complex administrative processes with pastoral skill, technical detail and awareness of 

issues concerning confidentiality and legality 

11. Willing to work with candidates and vocational opportunities during evenings and 

weekends as required 

12. Able to travel to parishes across the diocese, theological colleges and courses. Full 

UK driving licence and access to private transport1.  

 

 

 

                                            
1 This is an essential requirement excepting in cases where the (prospective) post holder has a disability under 

the terms of the Disability Discrimination Act, where a reasonable adjustment could be accommodated.  
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Outline of terms and conditions 

 

Responsible to: Dean of Mission, Ministry and Education 

 

Salary:  Package equivalent to an enhanced incumbent’s stipend with house provided 

for the better performance of these duties.
 
 

 

Hours: This is a full-time role that requires the post-holder to work flexibly over a 

six-day week including some evenings and weekends. It is envisaged that the 

average working week will not exceed 48 hours. 

  

Location: The post holder will be based at the Diocesan Office in Chelmsford (53 New 

Street, Chelmsford, CM1 1AT).  Normally, selection and discernment 

interviews will be held at the Diocesan Office or the house provided to the 

post-holder for the better performance of their duties. The nature of the 

role requires regular travel in the diocese and beyond.   

 

Pension: Enrolment in the Clergy Pension Scheme. 

 

Annual leave:  Six weeks plus public holidays 

 

Probationary  6 months 

period: 

 

Handover  A period of handover with the retiring DDO, Canon Philip Need, is intended 

during May 2020 

 

Notice period: 3 months 

 

Expenses: Working expenses are paid at the Diocesan rates 

 

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

Finance 

 

License: The post-holder will be licensed by the bishop as an Associate Priest at 

a Chelmsford Parish, to offer regular sacramental ministry and preaching.  

 

Pre-employment This appointment is subject to a satisfactory DBS 

Checks:  

 

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

 

 


