
DIOCESE OF CHICHESTER 
DIOCESAN BOARD OF FINANCE 

1. Job Title Governor Development and Admissions Officer 

2. Department Education 

3. Responsible to Diocesan Director of Education 

Line Manager (Assistant Director – Teaching and Learning) 

4. Main purpose of post

To assist the Director in promoting the policies of the statutory Diocesan Board of Education in Church of 

England schools by providing advice and support to headteachers, staff, governors of and clergy working within 

these schools.   

This will relate specifically to: 
1. school governance for all Church of England schools across the Diocese of Chichester.

2. the Admissions Code of Practice and issues related to compliance

This post holder will liaise nationally and advise locally on issues related to both governance and admissions. 

5. Principal duties

Governance 

• To develop, implement and deliver a programme of training and support for new and existing church
school governors including clerks of governors of Church schools, newly appointed incumbents with
church schools as part of the Partnership Agreement.

• Work with the Senior Leadership Team to address leadership and management issues in schools
causing concern in order to raise standards and improve  outcomes for children, for example
representing governance School Improvement Boards, conducting reviews of governance, mentoring
Chairs of Governors, brokering external support for inexperienced Chairs of Governors, advising on
governing body self-evaluation.

• To advise governing bodies on their instrument of government and to manage the appointment of
Foundation Governors in church schools, liaising with schools, parishes, archdeacons and local
authorities.

• To deliver and support a diocese-wide Foundation Governor recruitment programme.

• To work with the administration team within the department to ensure that information on the
website and database for Governors is maintained and updated as appropriate.



• To advise and support governors and head teachers, in partnership with the Local Authority,  on the
handling of complaints and disciplinary issues in accordance with current legislation, policies and
practise.

• To liaise with the three local authorities to develop links and possible shared training opportunities.

• Work to develop a suite of online learning materials for Foundation Governors that can be accessed
through the Diocesan online training facility.

• To be a representative for the Diocese on Interim Executive Boards of schools where appropriate.

Admissions 

• To oversee, commission and lead support related to admissions, as necessary, in liaison with the relevant

Local Authority (LA) and the Department for Education (DfE), for each Church school in need of advice on

the Admissions Code of Practice.

• To advise governors and head teachers on administering their process of Admissions and dealing with

complex issues and appeals.

Other 

• To monitor government policy on the training and development of governors and to liaise with the
relevant national associations.

• Ensure schools receive updates on legislation and good practise in particular as it relates to Church
schools, that accurately reflects government policy through producing regular and timely articles,
newsletters and guidance as appropriate.

• To attend annual Autumn briefings for schools, and any other events as deemed necessary.

• To undertake such other duties as may be reasonably required, and to work as a member of the
Education team.

• The post holder should be willing to undertake training when required.

• Flexibility of work patterns, including evening and out of hours working is expected.

• The post holder will be expected to hold a full, clean UK drivers licence and have access to their own
transport.



6. Person Specification

CRITERIA ESSENTIAL DESIRABLE 

Ability to deliver training to Governors and Head 
Teachers 



An understanding of and commitment to the role 
of the Foundation Governor 



Experience of having been a school Governor 

Excellent oral and written communication skills 

The ability to establish effective working 
relationships- especially with governors, head 
teachers, local and central government officers and 
other related professionals and office colleagues 



An understanding of current government policy 
regarding School Governance and School 
Admissions 



Knowledge and experience of working with the 
admissions process in Church of England Schools. 



The ability to analyse policies, information and data 
and to present clearly the key points from 
documentation. 



Appropriate administrative experience and 
knowledge of Microsoft Office. 



The ability to work on own initiative and manage 
workload efficiently. 



Supportive of the Christian ethos of the diocesan 
Education team and the schools they serve 



A practising Christian of a denomination which is a 
member of Churches Together in England 



8. Terms and Conditions

The appointment will be based upon a probationary period of six months during which it may be terminated 

by either party by one week’s notice, and thereafter by three months’ notice on either side.  

DBS disclosure: The appointment is subject to enhanced DBS disclosure. 

Salary: The post is offered on the scale FTE £35,000—£43,000 (pro rata for 3.5 days per week); the starting 
salary will depend upon qualifications and experience.  

Pension: The successful applicant will be offered a pension with the Church of England Pensions Board. 

The post will involve travelling around the Diocese and evening work and very occasional work at weekends. 




