
Diocese of Worcester 
Assistant Diocesan Secretary:  

Restructuring 
 



Background 

Mission 

The Diocese of Worcester is forging a new path and planning radical change.  We are looking for an extraordinary 
person to support a major restructuring programme across church organisation, mission and ministry in 
Worcestershire and Dudley.  
 
Our challenge has many strands; your skill will lie in coordinating them all. You will set the pace, guide the 
performance of the teams involved and bring our vision into being – we want to see as many as healthy sustainable 
churches as possible bringing the good news of Jesus to our communities.  
 
The need for restructuring is complex. We face declining and aging church congregations and have lovely church 
buildings that are costly to maintain. However, our passion for seeing the church thrive is undimmed. This role is key 
to enabling our progress. You will be joining a team of highly committed people, who are passionate about change 
and the love of God, but who need some extra skills and capacity to draw out the best in us as we work together. 
 

Reports to:  Diocesan Secretary 



Job description  - Principal tasks 

Planning 

You will:  

 Define our approach to effective planning & 

monitoring; setting out a path which all can 

follow towards our desired outcomes, 

establishing the timelines & bringing together 

how and why we should monitor progress.  

 Create excellent and meaningful analysis, 

reports & datasets to inform decisions.  

 Work with the Diocesan Restructuring Group 

on effective deployment of people & church 

buildings for our ministry and mission. 

Delivery 

Your day to day job will be to monitor progress 
along the plan and react, proactively reporting 
progress and ensuring delivery on outcomes set.  

You will: 

 Monitor the capacity of the organisation – 
people, money and buildings - to cope with  
the level of change being introduced. 

 Provide day-to-day monitoring of the transition 
to a new shape & pattern of parish ministry, 
proactively reporting progress & ensuring 
delivery to agreed quality, time & budgets. 

 Report progress to senior stakeholders at 
regular intervals, including tracking the  
delivery of outputs and outcomes. 

 Ensure that key strategic risks facing the 
programme are documented, managed and 
mitigated. You will identify new risks & make 
sure people are aware of these as appropriate.  

 Oversee the application of our Lowest   
Income Communities (LinC) grant, to ensure   
it is used strategically within the context of 
the wider change programme to engage 
effectively with LInC parishes. 

Change management & communications 

You will: 

 Talk to people and listen well, documenting 

and analysing what they say. You will need to 

know the influences, interests and attitudes  

of key stakeholders and work with the 

Diocesan Director of Communication to tailor 

communication & engagement accordingly. 

 Proactively engage with parishes and other 

stakeholders on a day-to-day basis, building 

on positive feedback and identifying/

addressing any barriers or resistance to 

change. 

 Help us look after people throughout 

transition, guided by our Kingdom People 

values of love, compassion, justice and 

freedom. This will be played out in our 

interactions with people affected by     

change, liaising with the HR team. 

 Ensure leaders, clergy and parishes are 

supported through the change process with 

training, facilitated group discussions or   

other tools which help parishes actively 

manage the process. 

Strategic Projects  (The postholder will take on these 

tasks from the end of 2020) 

You will: 

 Work with the Strategic Programmes Group (SPG) to 

ensure that their projects are aligned with the wider 

diocesan strategy and direction of travel.  

 Act as secretary to the SPG, drawing together agenda       

& papers in conjunction with the Chair. 

 Work with staff, office holders & volunteers across 

programme delivery: monitor progress, track, manage     

& resolve issues & risks, initiating corrective action as 

required. 

 Establish and track programme outcomes including lead 

and lag measures. Report to project steering groups,     

the SPG & to Bishop’s Council on key projects & overall 

programme development, delivery and budgets . 

 Establish detailed plans including the preparation of 

funding bids to the National Church & other sources  

 Undertake sound research, consultation & create key 

performance measurements. 

 Ensure any new applications for funding are not in  

conflict with the overall direction of travel. 

 Liaise with the Finance team to ensure the programme 

budgets, income and expenditure are integrated into the 

WDBF’s budgeting and accountancy systems to provide 

effective financial control, forecasting and evaluation of  

the programme, projects & work streams.  

 Undertake other duties as required to fulfil the role.  

There are two parts to this role. The first is coordinating our approach and driving 
progress across our restructuring programme. The second is to work across our 
strategic projects and programmes to establish, track and realise outcomes. Both of 
these, when working in harmony together, will enable us to realise our vision.  



Person Specification 

Skills and personal attributes: 

 Resilience – people will be learning how to work with fewer resources. This isn’t easy so providing support and a voice to stakeholders is key, as is not being 

phased by working in situations of ambiguity and being able to keep a high energy approach even when met with resistance.  

 Relationship building skills; you will be a natural networker. You will build trust and credibility with a wide range of stakeholders by promoting good 

practice and dealing with conflict to help address any barriers and resistance to change.  

 An excellent team player. You will be working with experienced colleagues whose knowledge and skills you will need to harness and maximise, challenging 

where appropriate but also demonstrating sensitivity to the complex tensions they hold in balance. 

 Strong written and verbal communication skills. Through excellent writing, you will be able to tell the story behind complicated data, use graphics well and 

tailor your words and pictures to different audiences. You will be a strong presenter who is confident and credible. 

 Strong leadership and influencing skills, with the ability to bring about change without being in a position of direct authority.  

 Ability to think strategically and act pragmatically; ultimately, you will be able to always relate to the bigger picture whilst handling the detail brilliantly.  

 A desire to serve the Church and passionate about enabling the Church to thrive 

 Committed to our Kingdom People values: love, compassion, justice and freedom, and able to deliver work within these values. 

Experience: 

 With excellent project and programme management experience, you will be able to produce plans, manage risks and deliver results without losing sight of 

strategic context. We are looking for a person who can show us how they have mastered the art of project delivery in a relevant environment. 

 You should have experience handling a diverse workload with multiple ‘customers’, keeping to deadlines across a range of projects or streams that 

influence and impact each other  

 Proven working experience of reporting and presenting credibly to different audiences 

 Experience of enabling organisational development and change across complex organisations such as the Church of England.  

 An understanding of the importance of safeguarding children and vulnerable adults 

Other: 

 Be willing to work outside normal office hours, as some limited work in the evenings and at weekends will 

be core to the effectiveness of the role.   

 Be able to travel widely and flexibly in both the rural and the urban parts of the Diocese. A current driving 

licence is essential unless suitable alternative arrangements can be made.  

 Have a satisfactory outcome of a Basic Disclosure & Barring Service check. 

 Experience of implementing new financial systems  

 some working knowledge of the structures of the Church of England  



Benefits & how to apply 

Based in central Worcester – Flexible hours - talk to us about what might work for you. 

Benefits package: up to £42,000 per annum plus a generous non-contributory pension  

For more information and to apply please refer to this candidate pack, also available from:  
www.cofe-worcester.org.uk/vacancies 

To apply, please send your CV and a cover letter or expression of interest to the HR 
Coordinator by noon on Monday 3 August at: hrteam@cofe-worcester.org.uk 

Remote interviews will be held during week commencing 10 August 

The Worcester Diocesan Board of Finance Limited is a company limited by 
guarantee and registered in England (No. 271752) 

Registered Office at The Old Palace, Deansway, Worcester, WR1 2JE.  The 
Board is a Registered Charity No. 247778. 


