
Chelmsford Diocesan Board of Finance
Job Description

Job Title: Head of Property 

Reports to: CEO and Diocesan Secretary

Purpose Statement
As Chelmsford Diocese seeks to implement its strategic priorities and become a 
Transforming Presence across Essex and East London, it recognises the importance 
of providing good housing for its clergy and acting as effective stewards of its 
residential property portfolio. The Head of Property is a new role which seeks to 
provide leadership and coordination in this important area of diocesan life.

Reporting Structure
The line management relationship is with the CEO and Diocesan Secretary.

Nature and Scope
The Diocese of Chelmsford is vibrant and growing with a diverse population of over 3 
million people and 466 parishes across Essex, the unitary authorities of Southend 
and Thurrock, and five East London Boroughs.  All our parishes are separate and 
independent charities.  The Chelmsford Diocesan Board of Finance (CDBF) is the 
charity that manages the affairs of the diocese and supports parishes, schools, and 
church leaders in their ministry. 

Our strategic aim is to be a Transforming Presence in every community; supporting 
our clergy with good quality housing in the right location is a key part of enabling 
effective ministry. The Head of Property will have responsibility for an experienced 
team of property professionals providing a high level of service for the buying and 
selling of property and its maintenance. They will also lead a new Property 
Investment Management function which seeks to generate targeted capital and 
income returns alongside supporting ministry via good quality housing in the right 
location.

Principal Accountabilities
1. Property Acquisition and Disposal:

- Work collaboratively with the senior leadership team and Houses Committee 
to identify current and future housing requirements in support of ministry 
priorities.

- Source potential new housing stock and work with Archdeacons and clergy to 
decide on suitable housing purchases.



- Negotiate the best possible terms on all property disposals and acquisitions, 
drawing on relevant independent experts as required.

- Ensure processes are in place so that all property transactions adhere to 
property legislation, ecclesiastical law and charity regulation.  

- Liaise closely with the Finance team to model cash flow implications of 
imminent and future property transactions.  

- Oversee maintenance and development of the property database as both an 
accurate source of records and a management information tool. 

- Provide technical support and input to the Barking Building project, in 
particular those sites which span PCC and parsonage/glebe land.

- Lead, manage and develop the Property Team

2. Property Maintenance
- Determine an annual budget for planned and unscheduled maintenance 

across the portfolio of parsonages. Manage the budget in terms of 
procurement spend against targets and drive efficiencies to reduce 
expenditure where possible

- Oversee building compliance in accordance with all relevant Health and Safety 
legislation (e.g. electrical testing, asbestos testing, fire and intruder alarms 
etc.). DSE risk assessment for office based and remote workers 

- Manage the planned and lifecycle maintenance work 

- Build effective working relationships with service providers such as legal 
advisors and contractors  

- Oversee contracted work to third party suppliers through from procurement to 
delivery. Regularly review performance and identify opportunities for improved 
services delivery and cost saving. 

- Sit on the Guy Harlings Trust and ensure that the offices at 53 New Street 
continue to operate effectively for diocesan and Cathedral staff. 

3. Property Investment and Rental

- Oversee the new Property Investment Management function which will 
develop a plan for realising specific capital and income growth objectives over 
a 3 year period and be responsible for delivering against these targets.

- Manage any tenancy agreements ensuring a high level of service provision 
and fair commercial terms for rent.

- Oversee works required to prepare properties ready for rental in a timely 
manner. 

- Ensure that vacancy rates are kept to a minimum and negotiate the best 
possible terms on new leases, lease renewals etc. 
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Undertake any such other reasonable duties as may be required by the CEO and 
Diocesan Secretary.

Key Relationships
• Archdeacons
• Property Team, CEO, Finance Team and other diocesan staff
• Direct Reports: Estates Manager, Diocesan Surveyor and Property Investment 

Manager
• Registrar, agents and contractors   
• Property Team

Person Specification

Essential: 

• A desire to serve the church in the Diocese of Chelmsford.
• Strong leadership and influencing skills, with the ability to bring order to 

complex situations and find innovative ways of solving or pre-empting 
problems. 

• A team player who has strong relationship development skills and is able to 
work effectively in a matrix management environment.

• An effective line manager who manages performance, empowers others and 
recognises and nurtures potential. 

• Attention to detail with a strong knowledge of property law and Health and 
Safety legislation.

• Flexible and with good judgement: able to balance the sometimes competing 
needs of ministry development and financial prudence.  

• Practical attitude with a drive, resilience and a strong record of personal 
delivery.

• Strong written and verbal communication skills.

Desirable: 

• A member of RICS with property management experience.

• Understanding of the organisational structure, breadth and dynamics of the 
Church of England and ecclesiastical law.

• Good IT skills, including operation of databases and proficiency with MS office 
applications.
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Outline of terms and conditions

Responsible to: Chief Executive and Diocesan Secretary 

Salary: c£55,000 p.a.

Hours: This is a full time role based on a 35 hour working week, but the post 
holder may be required to work additional hours as to meet the 
reasonable requirements of the role.  The normal office hours are 
09.00 to 17.00, Monday to Friday.  The post holder will be entitled to 
time off in lieu for attending meetings outside office hours. 
 
This role is offered on a full time basis, however a part time 
appointment, not less than 25 hours per week, would be considered.

Location: The post holder will be based at the Diocesan Office in Chelmsford (53 
New Street, Chelmsford, CM1 1AT).  The nature of the role requires 
regular travel around the diocese, and sometimes beyond.  

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 – rising to 29 over 5 years

Contract term: Permanent – subject to 6 months successful probation

Notice period: 3 months

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.
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