
Chelmsford Diocesan Board of Finance

Job Description

Job Title: Director of Communications and Media

Reports to: CEO and Diocesan Secretary

Accountable to: Trustees of Chelmsford DBF

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 communicating effectively with clergy, parishes, schools, civic bodies and society 
as a whole. The Director of Communications and Media is a new senior role with 
leadership responsibility for crafting messages, maximising the effective use of all 
forms of media and empowering staff, clergy and parishes in their communications.   

Reporting Structure

The line management relationship is with the CEO and Diocesan Secretary. There is 
also a dotted reporting line into the Diocesan Bishop.

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; providing 
our clergy, parishes and schools with support in their communications and use of 
media is a key underpinning to our wider goals. The new Director of Communications 
will be responsible for overseeing the development and implementation of the new 
Diocesan Communications and Media Strategy, leading the Communications and 
Media Team and supporting the Diocesan Bishop, members of the Bishops Staff 
Team, clergy and parishes.



Principal Responsibilities

1. To oversee the development and implementation of the new Diocesan 
Communications and Media Strategy.

2. To lead the new Communications and Media Team.

3. To support the Diocesan Bishop, members of the Bishop’s Staff Team, clergy 
and parishes in their communications and use of media.

4. To source, tell, share and exploit good news within the diocese on a range of 
platforms and channels.

5. To develop and manage systems for sharing information and resources 
throughout the Diocese and its administration.

6. To create and support imaginative campaigns to promote key themes and 
initiatives.

7. To support, educate and train parishes and individuals in their communications 
and media work

8. To provide advice and support on digital and social media.

9. To work proactively with print and broadcast media to tell good news stories.

10.To respond to media enquiries.

11. To offer professional PR support at times of crisis or high levels of media 
interest.

12.To share in representing the Diocese at regional and national networks on 
matters relating to the post-holder’s responsibilities.

13.To make provision for appropriate professional development and spiritual 
renewal for self in agreement with line manager.

14.To undertake such other reasonable duties as may be required by the CEO/
Diocesan Secretary or Bishop.

Key Relationships
• Diocesan Bishop
• Area Bishops and Archdeacons 
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• Direct reports
• Local parishes and clergy
• Diocesan Leadership Team
• Communications Team

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. They will 
also be a reflective practitioner with skills and experience in theological 
reflection. 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: 

1. Excellent communication skills both written and oral 
2. Proven experience of writing web copy and running social media 

accounts
3. Significant experience in a relevant communications, journalistic or 

public relations role 
4. Ability to work proactively and respond to deadlines 
5. Ability to maintain a high level of confidentiality. 
6. Confident and friendly telephone manner
7. Able to take projects, ideas and initiatives from concept through to 

delivery
8. Previous experience running digital and social campaigns
9. Excellent IT skills, including Microsoft Office and other industry 

standard tools
10. Comfortable and confident promoting the Church of England and faith 

in Jesus Christ in the public square
11. A desire to bring more people to faith in Jesus Christ and deepen 

people’s faith
12. Flexible approach to office life (particularly over structure of working 

day)
13. Excellent interpersonal skills

�3



14. Readiness to work with the diverse theological, spiritual and 
churchmanship traditions of the Church of England.

15. A committed and proven team player, able to work with clergy and lay 
people, men and women. Having confidence in their own ability as well 
as being open to change and valuing the contributions of others. 
Sensitive to issues of confidentiality.

16. A reflective practitioner (with skills and experience in theological 
reflection) who can help others reflect on their practice. 

17. Understand learning styles and familiar with adult education 
methodologies. Evidence of delivering training events with attention to 
both process and content.

18. An open human being with a sense of humour and a demonstrable 
commitment to continuing personal and professional development.

19. A car driver who holds a valid current driving licence and willing to use 
own car. This is an essential requirement excepting in cases where the 
(prospective) post holder has a disability under the terms of the Equality 
Act, where a reasonable adjustment could be accommodated.

Desirable: 

1. Qualification in media, journalism, or public relations 
2. Photographic skills including Photoshop 
3. Familiarity with Adobe Creative Suite packages and other sound and 

video editing software
4. Design skills for both print and web

�4



Outline of terms and conditions

Responsible to: CEO/Diocesan Secretary

Salary: £45,000 - £50,000 (depending on experience)

Hours: Full time. Normal office hours are 09.00 to 17.00, Monday to 
Friday.  However, the post holder will need to be flexible in their 
approach to working hours and be able to work evenings and 
weekends to meet the requirements of the role. 

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

Annual leave: Twenty-five days plus public holidays, rising to 29 days after five 
years 

Probationary Six months
period:

Notice period: Three months  

Expenses: Working expenses are paid at the Diocesan rates. A laptop and a 
smartphone will be provided. Other items (such as cameras, 
audio recorders etc.) may be shared across the Media Team.

Office base: Diocesan Office, 53 New Street, Chelmsford CM1 1AT or, with 
the clergy option, home based (with the requirement to attend 
the Diocesan Office on a regular basis).  

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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