
Chelmsford Diocesan Board of Finance

Job Description

Job Title: Education Support Officer 

Reports to: Director of Education 

Salary: c£22,000 (pro rata £13,200 p.a.)  

 

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 



Purpose Statement
To enable a high performing diocesan education team, by providing assistance and 
administrative support to the Diocesan Board of Education, the Director of Education (DDE)  
and to the wider Education Team. 

Nature and Scope

The Diocese of Chelmsford works throughout Essex and East London and serves a 
population of 2.9m people.  The diocese has responsibility for about 140 Church Schools and 
Affiliated Schools.  There is a diocesan multi-academy trust and it partners two standalone 
academies.  Through its early years 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.  It works through a number of committees 
which guide and support the work of education in schools, and chaplaincies in colleges and 
universities. 

The Education Support Officers work together as a small team serving the education 
function.  They are a crucial link between members of the team (many of whom are based 
away from the office), schools, and other partners.  They are often the first point of contact 
with the Education team. The post holder(s) will need to be exceptionally organised, have 
excellent IT skills, work collaboratively with others, and take an active interest in the work of 
the Diocesan Board of Education and associated programmes being delivered.

Principal Accountabilities

1. To develop the department’s communication offer especially through its website 
https://www.cdbe.org.uk/, e-bulletins and other publications.

2. To provide assistance and administrative support to the Diocesan Board of Education 
(DBE), the Director of Education and to the wider Education Team. 

3. Provide support to arrange meetings for the Education Team/DBE and provide 
administration in relation to these.

4. To maintain an overview of the work of the education team/DBE, its schools, and 
wider diocesan matters in order to offer support and to answer queries for the 
Education Team/DBE.  

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

6. To undertake any other such tasks as may reasonably be required by the DDE. 

Key Relationships
• Director of Education
• Schools’ Team
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Person Specification
Essential:

• IT literate: competent and efficient in Microsoft Office packages and other systems 
such as MailChimp, deskptop publishing systems and website management systems.

• Ability to design communication both written and electronic.

• Self-motivated, able to work independently on own initiative and prioritise workload in 
a busy office.

• Organised, methodical, efficient, analytical, attention to detail, accurate and 
dependable.

• Able to plan diary engagements and arrange meetings and events.

• Drafting, letter composition and minuting skills.

• A collaborative and approachable team member, able to work with a close colleague 
to ensure tasks are delivered effectively within the team.

• Able to communicate effectively with a wide range of people and to be able to 
demonstrate tact and diplomacy.

• Able to maintain appropriate confidentiality at all times.

• Sound judgement, with well-developed decision making and problem solving skills.

• Knowledge of standard office administrative practices and procedures.

• Information gathering and monitoring skills.

Desirable:

• 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. 

• Some understanding of the maintained schools system, its structures and 
organisation. 

• Able to organise and see through to completion small-scale projects. 
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Outline of terms and conditions

Responsible to: Director of Education  

Salary: c£22,000 (pro rata £13,200 p.a.)   

Hours: It has been agreed for the job holder to work 21 hours per week (over 
three days).  The normal office hours are 09.00 to 17.00, Monday to 
Friday.  

There may be the occasional requirement to work outside of normal 
office hours, e.g. for training events. The post holder will be entitled to 
time off in lieu for attending meetings outside office hours. 

The post holder may be required to work additional hours as to meet 
the reasonable requirements of the role.  

There is more than one post holder in this role. Therefore, post holders 
may be required to provide cover for all areas as required (e.g. cover of 
duties during part time hours and annual leave). 

Pension: Enrolment in the Church Workers’ defined contribution scheme (a non-
contributory scheme with an 11% contribution by the Board)

Annual leave: 25 days plus public holidays (pro rata 15 days plus pro rata bank 
holidays)

Probationary 3 months 
period:

Notice period: After one month of service, but during probation period -1 week
After the successful completion of probation period but under 5 years’ 
service – 1 month.

Over 5 years’ continuous service – 1 week for each complete year of 
service to a maximum of 12 weeks after 12 years .

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.

DBS: The post holder may be required to undertake an enhanced DBS as 
part of this employment.
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