
Chelmsford Diocesan Board of Finance
Job Description

Job Title: Head of Service Delivery

Reports to: CEO and Diocesan Secretary

Purpose 
As Chelmsford Diocese seeks to implement its strategic priorities and become a 
Transforming Presence across Essex and East London, it recognises the importance 
of building positive working relationships with clergy, parishes and local schools. The 
Head of Service Delivery is a new senior role with leadership responsibility to 
oversee, co-ordinate and manage the effective and efficient delivery of diocesan 
office services to parishes and the wider Diocese.

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

Nature and Scope
The Diocese of Chelmsford is vibrant and growing with a diverse population of over 
three 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; providing 
our clergy, parishes and schools with a high level of service across some of the more 
administrative functions required to support their ministry is a key underpinning to our 
wider goals. The new Head of Service Delivery will be responsible for managing a 
range of services and functions within the diocesan office and beyond. 

Principal Accountabilities

- Fulfil the role of Pastoral Secretary for the Diocese, including governance 
support for Diocesan Synod, Bishop’s Council and the Mission & Pastoral 
Committees

- Oversee the Diocesan Advisory Committee and the administration function 
required to support faculty applications, church closures etc.  

- Manage the Reception and Bookshop teams ensuring a welcoming 
environment at the front of house, an efficient room bookings services, 
switchboard etc.



- Oversee the Print Unit ensuring that a high level of service is provided to 
internal and external clients. Develop a strategy for value add services such 
as design work and high finish publications recognising the rise of digital and 
online media.

- Manage specific compliance issues including HR, UKBA and GDPR (but 
excluding finance and accounting) by keeping abreast of changes in 
legislation

- Work in close partnership with the diocesan leadership team and Archdeacons 
to ensure the effective and efficient delivery of services described above to the 
wider Diocese.

- To give practical expression to diocesan strategic priorities (including 
Transforming Presence) through the day-to-day working of operational 
delivery.

- To keep in close touch with national developments and promote good practice.
- Undertake any such other reasonable duties as may be required by the Chief 

Executive.
-  

Key Relationships
• Bishops and Archdeacons 
• Direct reports: as per accountabilities above
• Chairs of Committee where governance support is being provided
• Local parishes and clergy
• Diocesan Leadership Team
• Safeguarding Team
• HR Team
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Person Specification

Genuine Occupational Requirement:
• This is a senior diocesan leadership role and the successful applicant will be 

expected to participate in acts of worship in churches in the diocese.  There is 
therefore a genuine occupational requirement for the post holder to be a 
committed Christian in the Anglican tradition or another member denomination 
of Churches Together in England.  The post holder must have a developed 
knowledge and understanding of the structures and values of the Church of 
England.

Essential:
• Educated to degree level (in any subject)
• A detailed understanding of the organisational structure, process and 

procedures of the Church of England.
• Ability to reflect theologically and demonstrate self-awareness.
• Ability to work closely with senior clergy on the Mission and Pastoral 

Committees to develop missional strategies and address specific ministry 
related issues. 

• Attentive to detail, ensuring that deadlines are achieved and budgets 
managed effectively.

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

• An effective line manager who manages performance and empowers others.
• Flexible and with good judgement: able to balance the sometimes competing 

needs of ministry and financial efficiency. 
• Practical attitude with a drive, resilience and a strong record of personal 

delivery.
• Strong written and verbal communication skills.

• Ability to critically appraise initiatives.

Desirable:
• A general understanding of 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: £45-50,000 p.a.  

Hours: The post is offered either on a full time basis.  
The post holder may be required to work additional hours as to meet 
the reasonable requirements of the role.  The post holder will be 
entitled to time off in lieu for attending meetings outside normal office 
hours which may include evening and weekends on occasion.

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.  A smartphone is provided to assist 
remote working.

Pension: Enrolment in the Church Workers’ pension builder scheme (a non-
contributory scheme where the employer currently makes a 
contribution of 11% of salary).

Annual leave: Twenty-five days plus public holidays rising to 29 over 5 years.

Probationary 6 months
period:

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

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