
 

 

 

 

 

 

Communications Officer 
 

Communications and Parish Resourcing 
  
 

   
With its network of parishes covering 

the country, the Church of England 

plays an active role in national life, 

bringing an important Christian 

dimension to the nation as well as 

strengthening community life.  The 

Church of England is arranged 

geographically into 41 Dioceses, each 

under the care of a Bishop, and covers 

every part of England. 

 

The Diocese of York takes in much of North and East Yorkshire, an area which includes the 

cities of York and Hull, as well as Middlesbrough, the incomparable Yorkshire coast and two 

National Parks.  We are led and guided in our faith and work by the Archbishop of York, Dr 

John Sentamu.  York Minster is our principal church.  

 

Our vision is to be a family of Generous Churches Making and Nurturing Disciples and the 

Diocese is currently in a process of strategy development to meet this vision through goals 

defined as Reaching those we currently don’t, Growing in discipleship, influence and 

numbers, underpinned by achieving Sustainable finances. A number of substantial new 

initiatives are under way and in planning to achieve these goals, making this a challenging and 

exciting time for Communications in spreading news and engendering support. 

 

The Diocesan Office is located at Clifton Moor in York.  Led by Canon Peter Warry, Diocesan 

Secretary and Chief Executive, our teams provide services in support of the mission and 

ministry of our churches, parishes and schools.  This includes our Training team, who support 

and develop ministry; our Education team, who work with our schools; and support functions 

such as Property, Finance, Safeguarding and Human Resources. 

 
Communications 
 

Effective communications are vital to our work, particularly as we seek to build on what has 

been achieved in the last five years to meet the challenges of the future, including the 

numerical and spiritual growth of the Church of England within the Diocese. 



 

2 

Aiming to provide clear, accurate information and positive messages about our work, the 

remit of the Communications function includes: 

 

 Sourcing, telling, sharing and exploiting good news within the diocese on a range of 

platforms and channels 

 Developing and managing systems for sharing information and resources throughout the 

diocese and its administration 

 Creating and supporting imaginative campaigns to promote key themes and initiatives 

 Supporting and educating parishes (sometimes including church schools) in their 

communications and media work 

 Providing advice and support on digital and social media 

 Advising on house style and visual identity 

 Working proactively with print and broadcast media to tell good news stories 

 Responding to media enquiries 

 Professional PR support at times of crisis or high levels of media interest 

 

Together with Generous Giving and Stewardship, the function forms part of our 

Communications and Parish Resourcing team.  

 
The Opportunity 
 

This post offers a wonderful opportunity to make a significant contribution by sharing in our 

important work, as well as to develop your aptitude and passion for communications work. 

 

Working closely with our Director of Communications and Parish Resourcing, your main 

priorities will be to promote and share news, information and resources throughout the 

Diocese, to participate in monitoring and sharing positive media coverage of our parishes and 

the Diocese, to maintain and develop our website and our use of social media, and to provide 

creative support to other teams in their work.   

 

Motivation, aptitude and passion for a role in communications are as important to us as 

relevant experience.  You will need great communication skills, an instinct for the optimum 

use of different media platforms, an eye for a good picture or video, the ability to identify and 

tell engaging stories and to write good and accurate content.  You will have excellent IT skills 

(including all MS Office applications and web-based packages such as MailChimp, HootSuite 

and SurveyMonkey), the aptitude to adapt them in changing circumstances, and a willingness 

to work in print as well as online.  

 

You will share our values, have a desire to serve the church in the Diocese of York, and show 

an ability to relate to faith communities from a variety of traditions. 
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Normal office hours are 9 am to 5 pm, Monday to Friday, although occasional flexibility may 

be required for out-of-hours events.  We offer a good working environment together with a 

good salary, holiday, pension and other benefits.  More importantly, we offer the chance to 

play a part in an organisation at the heart of spiritual and community life in the region. 

 

Summary of Key Responsibilities 
 

 Day-to-day monitoring and maintenance of our presence on social media and its long-

term development. 

 Day-to-day editing and development of our diocesan website. 

 Monitoring and sharing online positive media coverage of parishes and the Diocese. 

 Sharing responsibility for internal communications within the Diocese through electronic 

mailings, bulletins etc. 

 Sharing in planning and delivering local training for parishes in use of social media and 

other communication skills 

 Providing creative support to other teams in their work. 

 Attending relevant meetings, and be involved in other projects and diocesan initiatives, 

drawing on the skills and gifts of the post-holder 

 Participating in an annual review and appropriate continuing professional development.  

 Contributing to the wider work of the Diocese, as appropriate. 

 

The job description provides an outline of the key responsibilities of the post and is not 

intended to be an exhaustive list.  The post holder may be asked to undertake any other 

relevant duties appropriate to the post.  The job description may be amended over time, in 

consultation with the post holder to meet the needs of the Diocese. 
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Person Specification 
 
Essential 
 
1. Educated to GCSE level, with A-C in English and Maths or equivalent. 

2. Proven ability to make effective use of web content management systems and social 
media platforms. 

3. Ability to bring creativity and flair to communications tasks. 

4. High degree of IT literacy, ideally including work with design packages and experience 
of working in print as well as online. 

5. Strong verbal and written communication skills, including the ability to write engaging 
content. 

6. Proven ability to absorb, process and present information accurately and 
appropriately for a variety of contexts.  

7. A methodical approach and attention to detail. 

8. Ability to prioritise and cope with competing demands. 

9. Able to use initiative to solve solutions to problems. 

10. Highly motivated self-starter capable of seeking communication opportunities if none 
present themselves. 

11. A commitment to continuing professional development. 

12. A person who shares our values, has a desire to serve the church in the Diocese of 
York, and shows the ability to relate to faith communities from a variety of traditions. 

Desirable 

13. Some understanding of the organisational structure, breadth and dynamics of the 
Church of England would be an advantage 

14. Experience of photography and video including editing skills 

15. Some experience and / or training in media relations 

16. Previous relevant experience  

The post includes a requirement to travel to meetings throughout, and sometimes beyond, 
the Diocese when required . 
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Summary of Terms and Conditions 
 

Employer The York Diocesan Board of Finance (YDBF) 

Line Manager Team Leader, Generous Giving and Stewardship 

DBS Disclosure A DBS check is not required for this post 

Probationary Period Appointments are subject to a 6 month probationary period 

Location The post is based at the diocesan offices at Clifton Moor, York 

Hours The post is full-time, 35 hours per week.   

The post holder will be required from time to time to attend 

meetings outside normal working hours subject to time in lieu. 

Many of the duties require travel within the Diocese of York, and 

on occasions, elsewhere in England 

Salary  The post is grade 6.  Starting salary is from £22,500 depending on 

experience 

Pension The YDBF offers a contributory pension scheme (“the Scheme”) 

organised by the Church of England (the “Church”) Pensions Board.  

For each 1% of contribution paid by the employee, up to a 

maximum of 7%, the employer will pay a contribution equivalent to 

double the amount 

Holidays In addition to the eight Bank and Public Holidays, DBF employees 

are entitled to 5 weeks annual leave in any year   

Mileage A mileage allowance will be paid in respect of journeys undertaken 

in connection with the duties of the post (currently 45p per mile 

for the first 10,000 miles) 

Non-contractual Benefits 

 

Employee Benefits Non-contractual benefits currently offered to include childcare 

vouchers, eye care vouchers, a cycle to work scheme, and a 

scheme offering discounts with a range of high street and online 

retailers, supermarkets, restaurants and leisure providers. 

Pastoral Care Our Diocesan Adviser and Coordinator of Pastoral Care offers the 

space to talk through pastoral, professional or personal matters and 

can provide or arrange counselling and / or mediation if required. 

 

 


