
 

 

Diocese of Norwich 
Diocesan Secretary 

 
Job Description 
 
Role and Responsibilities 
 
The role of the Diocesan Secretary is to run the charity, reporting to the Bishop and 
DBF Chair, by combining three distinctive functions: 

- Secretary (CEO) of the Norwich Diocesan Board of Finance 

- Senior Executive Officer for the Bishop 

- Chief Administrative Officer of the Diocese. 

The Diocesan Secretary advises the Diocesan Bishop as a member of his senior staff, 
and ensures that the mission, the financial sustainability and the strategy of the 
Diocese, as determined by the Bishop with his staff, Bishop’s Council and Diocesan 
Synod, are served by exemplary financial management, excellent administration and 
people management, and effective governance. 

The Diocesan Secretary is accountable for all the activities of the charity, including 
its income and expenditure, so that the ministry of the Church of England in Norfolk 
and Waveney will flourish in glorious technicolour, alongside various compliance 
activities and ecclesiastical legislation. 

The NDBF’s main sources of income are contributions from Parochial Church 
Councils (Parish Share), land and property, and investment income. The Board is 
responsible for the custody and management of the Diocesan Synod’s financial 
affairs as well as those of the Diocesan Board of Education which works with church 
schools and academies. 
 
Accountable to:  

The Diocesan Secretary is line managed by the Diocesan Bishop, and is accountable 
to the Bishop in partnership with the Chair of the Diocesan Board of Finance 
regarding responsibilities as Secretary (CEO) to the NDBF. 

 

Key Responsibilities 

Trusted colleague 

• Be a key policy adviser to the Bishop and Chair of the NDBF especially in 
relation to policy initiatives and their key financial and strategic implications. 



 

 

• Be a key member of the Bishop’s senior staff doing everything possible to 
build excellent relationships and to ensure the success of colleagues 
individually and collectively. 

Strategic leader 

• Support the mission and ministry of the Diocese through the outworking of 
the diocesan vision, priorities and strategies, as well as bringing innovation 
and creativity to transform the life and mission of the Church of England. 

• Play a leading role in the development of diocesan strategy, driving the 
implementation of the diocesan vision including playing an active role with 
the Bishop and his senior staff in embedding the three areas “Prayerful, 
Pastoral, Prophetic” across the Diocese in accordance with the Christian ethos 
and charitable aims of the Diocese. 

• Oversee the efficient and effective implementation of agreed strategies and 
strategic projects through robust plans and management. 

• Ensure the effective missional use of the property and other resources of the 
NDBF. 

• Monitor and engage with national church developments and their 
implications for the Diocese, advising trustees, the Bishop and senior staff 
accordingly. 

Service focused manager 

• Lead by example, ensure that our values are embedded in the culture of all 
NDBF staff and their support of our parishes. 

• Lead, manage and inspire the staff and volunteers at Diocesan House and be 
responsible, directly or indirectly, for all staff and volunteers there. 

• Provide strong and effective leadership, working with the staff directors, to 
ensure effective operational delivery of the full range of diocesan services 
provided by the Norwich DBF to our deaneries, parishes and other 
worshipping communities, including but not limited to finance, property, 
education, safeguarding, HR, IT, communications, the Diocesan Mission and 
Pastoral Committee, the Diocesan Advisory Committee, subsidiary operations 
and mission and ministry activities. 

• On behalf of the NDBF to oversee the development and management of 
Human Resource matters. 

• Authorise expenditure (within budgets agreed) and to sign formal contracts 
on behalf of the NDBF including contracts of employment. 



 

 

• Play a part, with the Bishop’s senior staff team in ensuring the effective 
deployment and support of the clergy. 

• Be the Designated Officer with regard to parochial appointments under the 
Patronage (Benefices) Measure and Mission & Pastoral Measure. 

Steward 

• Within the parameters set by the Diocesan Synod, exercise oversight and 
direction to co-ordinate the strategic management of diocesan budgets and 
assets in order to maintain financial viability and align resources to the 
diocesan vision. This includes: 

- Working closely with the Chair of the DBF and Director of Finance, 
together with the Bishop’s senior staff, to ensure the financial viability of 
the Diocese, promoting efficiency and effective stewardship of resources. 

- Overall strategic responsibility for the management of income, and, in 
particular the Parish Share. 

- Foster new ways of income generation through partnerships, innovation, 
entrepreneurial enterprise and grant sources. 

- Oversight of the preparation and publication of annual income and 
expenditure and capital budgets and longer-term projections for the 
management of the financial resources available to the Diocese. 

- Oversight of the effective maintenance of diocesan accounts and the 
operation and development of the accounting function. 

- Ensure compliance of the NDBF with all Data Protections statutory 
requirements. 

- Acting as the focus for communications with parishes on financial and 
administrative matters. 

Governance enabler 

• Ensure the effective and efficient management of the diocesan governance 
system and manage the implementation of decisions made. Also to monitor 
and report on status and effectiveness of completed projects, initiatives and 
decisions. 

• Work with the Diocesan Registrar to ensure legal compliance and best 
practice. 

• Identify, monitor and manage areas of risk including financial and health and 
safety issues. 



 

 

• Be the Company Secretary of the Norwich Diocesan Board of Finance and 
other companies set up by the NDBF. 

• Be Secretary of the Diocesan Synod, the Bishop’s Council of Trustees and the 
Finance Committee (covering agendas, papers and minutes) and, as such, to 
effect the strategic, structural and governance arrangements of the Diocese in 
compliance with statutory and constitutional requirements, and in 
accordance with the diocesan vision and strategic plans. 

• Uphold the diocesan safeguarding policy, ensuring that it is follows all House 
of Bishop’s policies and cultural changes needed, and be a member of the 
Diocesan Safeguarding Management Group, ensuring the reporting of 
Safeguarding Serious Incidents to the Charity Commission. 

• Organise synodical elections, including being the Diocesan Electoral 
Registration Officer and the Presiding Officer for elections to the General 
Synod, and support for deanery and PCC officers in their running of elections.  

Ambassador 

• Build excellent relationships with funders, not least the National Church 
Institutions, and lead on the development of applications to secure funding 
for strategic change programmes. 

• Relate to other agencies within the Diocese including local authorities and 
major charitable trusts. 

• Ensure excellent communication internally and externally, including the 
communication of policies across all areas of diocesan activity. 

• To pursue collaboration with other Dioceses (particularly within the Eastern 
region) and organisations to develop creative and cost-effective ways of 
working.  

• Contribute to regional and national forums of peers, promoting the work of 
the Diocese of Norwich to the wider church and learning for the benefit of the 
Diocese. 

 

Key Relationships 

 
The Bishop of Norwich, Graham Usher 

Chair of the Diocesan Board of Finance, Mark Jeffries 
The Bishop of Thetford, Alan Winton 
The Bishop of Lynn, vacant from January 2021 and a new appointment will be 
announced shortly 



 

 

The Archdeacon of Norfolk, Steven Betts 

The Archdeacon of Norwich, Karen Hutchinson 

The Archdeacon of Lynn, Ian Bentley 

Bishop’s Chaplain, Sally Theakston 
Dean of Norwich, Jane Hedges 
Director of Ministry, Keith James 
Director of Finance, Susan Bunting 
Director of Education, Paul Dunning 
Director of Property Services, Alan Cole 
Strategic Development Manager, Julie Smith 
Communications team 
 
On legal and governance issues, the Diocesan Secretary works with: 
 
Diocesan Registrar, Stuart Jones 

 
Chairs of the Houses of Clergy & Laity, Patrick Richmond & Kandi Kammoun 
 
Relationships outside the Diocese include: diocesan auditors, senior staff of the 
National Church Institutions, Diocesan Secretary colleagues; Local Authorities 
(especially over Planning); Historic England. 
 

Person Specification 
 

 Essential Desirable 
 
Qualifications 
and 
experience 

 
 Degree or equivalent professional 

qualification;  
 

 Demonstrable track record of 
successful strategic and operational 
leadership at a senior management 
level in a complex organisation; 
 

 Experience of managing multi-
million-pound budgets, assets and 
project plans; 
 

 Demonstrable experience of 
developing and implementing 
strategies, business plans, risk 

 
 Appropriate management 

or professional qualification 
at post graduate level;  
 

 Experience of being a 
company secretary;  
 

 Understanding of the 
governance and 
management of large 
charities, including their 
finances;  
 

 Knowledge of charity law 
and good practice; 



 

 

management and culture change in 
a complex organisation with 
multiple stakeholders; 
 

 Experience of holding 
responsibilities in at least one of the 
following areas: asset or property 
management, finance, HR, 
safeguarding, business planning, 
project, or leadership/organisation 
development; 
 

 Knowledge and understanding of 
the Church of England; its values, 
diversity (including mutual 
flourishing and the Five Guiding 
Principles), structures and 
processes; 
 

 Evidence of commanding the 
confidence and respect of others; 
 

 
 Familiarity with principles 

of the law of trust, property 
and employment; 
 
 

 
Skills and 
abilities 

 
 Exceptional leadership and 

management skills with the ability 
to effectively delegate and to 
develop, assess and support others; 
 

 Able to hold the strategic big 
picture while also being in 
command of the detail; 
 

 Able to foster and demonstrate a 
positive, caring and supporting 
workplace environment in keeping 
with the Christian ethos and 
charitable aims of the Diocese;  
 

 Able to comprehend, 
communicate and respond to 
complex financial and legal 

 
 Experience of income 

generation through 
partnerships, innovation, 
entrepreneurial enterprise 
and/or grant sources. 



 

 

information and issues with a range 
of stakeholders;  
 

 Willing to take initiatives and 
respond creatively and 
imaginatively to new opportunities;  
 

 Excellent interpersonal skills with 
the ability to form and maintain 
strong relationships at all levels, 
both internally and in partnership;  
 

 Highly collaborative, able to foster 
a sense of team as its leader or a 
member; 
 

 Excellent communicator with the 
ability to listen, persuade and 
influence; 
 

 Able to delegate effectively and 
encourage decision making at the 
appropriate level; 
 

 
Work-related 
personal 
qualities 

 
 Committed to the mission and 

ministry of the Church of England 
and able to deliver work within our 
vision of being Transformed by 
Christ prayerfully, pastorally, 
prophetically; 
 

 Committed to diversity and 
inclusion at every level of diocesan 
life; 
 

 Professional, calm and 
approachable;  
 

 Able to work flexibly including 
some evenings and weekends;  
 

 
 Experience in developing 

agile systems for decision 
making. 



 

 

 Be able to travel widely and 
flexibly in both the rural and the 
urban parts of the Diocese and to 
meetings and conferences 
elsewhere. A current driving licence 
is essential unless suitable 
alternative arrangements can be 
made. 
 

 Highly resilient, able to adopt 
coping strategies to deal with very 
difficult situations, such as 
safeguarding and disciplinary 
matters; 
 

 Possesses a high degree of 
emotional intelligence with the 
ability to read culture and people 
successfully; 
 

 A clear commitment to the 
highest standards of personal and 
professional integrity; able to 
handle confidences and sensitive 
information; 
 

 IT proficient with the ability to 
learn new systems quickly and 
effectively; 
 

 Able to ask the right questions 
and listen well;  
 

 Positive attitude showing 
confidence, grace and humility as 
appropriate. 
 

 
 

Outline of terms and conditions 
 
Responsible to: Bishop of Norwich 



 

 

 
Salary:  £75,000 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 to meet 
the reasonable requirements of the role.  The post holder will be 
expected to work some evening and weekends (e.g. 
Parish/Deanery meetings, Bishop’s Council and Diocesan Synod). 

  

Location: The post holder will be based at Diocesan House, 109 Dereham 
Road, Easton but such place of work may be altered / varied 
upon reasonable notice by the Board. 

 
The nature of the role requires regular travel around the Diocese, 
and sometimes beyond. 

 
Pension: This is a contributory scheme. The employer contribution is 8%. 
 
Annual leave: 28 days plus eight public holidays and three discretionary days 

between Christmas and New Year. 
 
Probationary  6 months with one month notice period on either side 

period: 
 
Notice period: 4 months 

Expenses:  Normal working costs reimbursed on expenses.   

Expenses for travel following HMRC guidelines at 45p/mile up to 
10,000 miles, 25p thereafter. (30p/mile journeys outside the 
diocese.) 

 
Contract: The contract of employment will be with the Norwich Diocesan 

Board of Finance. 
 
Pre-employment checks: 

This appointment is subject to a satisfactory DBS check and 
references.  

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

 
Genuine Occupational Requirement: 



 

 

 This is a strategic leadership role in the Diocese of Norwich and 
the Diocese supports and promotes the aims of the Church of 
England. It is therefore a genuine occupational requirement for 
the post holder to be a practising Christian with a commitment to 
mission and ministry.  Schedule 9 of the Equality Act 2010 applies 
to this post. 

 
The Norwich Diocesan Board of Finance Limited is a company limited by guarantee 
and registered in England (No. 88175).  Registered Office at Diocesan House, 109 
Dereham Road, Easton NR9 5ES. The Board is a Registered Charity No. 249318. 
 
 

How to Apply 

 

For the full application pack, including a description of the diocese and its financial 
health, please visit: https://www.dioceseofnorwich.org/about/vacancies/ 

 

To apply for this post, please submit via email to bishop@dioceseofnorwich.org : 

• A comprehensive CV. 

• A supporting statement that addresses the criteria set out in the person 
specification (maximum 3 sides of A4) and tells us why you are particularly 
interested in this role. 

• Details of two referees who we would be able to contact at shortlist stage. 

• Please also tell us about any dates provided in this pack on which you would 
not be available to participate in the selection process.  

The closing date for applications is 12 noon on Friday 9th April. 

If you have any queries about any aspect of the appointment process, need 
additional information or wish to have an informal and confidential discussion with 
one of the senior staff of the diocese then please contact the Bishop’s Chaplain, 
Canon Sally Theakston, bishops.chaplain@dioceseofnorwich.org 

Those invited for interview will have reasonable costs reimbursed, including an 
overnight stay if necessary. 

Recruitment Timetable 

An indicative recruitment timetable for candidates is provided below.  

 

mailto:bishop@dioceseofnorwich.org


 

 

Closing date       12 noon 9th April 

Shortlisting       13th April 

Interviews in Norwich     21st and 22nd April 

 


