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JOB TITLE: Communications Director 
SALARY: £40,000 
ACCOUNTABLE TO: Diocesan Secretary  
CONTRACTUAL 
STATUS: 

Full-time permanent 

KEY 
RELATIONSHIPS: 

• The Bishops, the Bishop’s Chaplain and their office 
• The Archdeacons and their office 
• Director of Resourcing Sustainable Church 
• Heads of Departments in the Parish Support Services 
• Diocesan Board of Education 
• Cathedral, Parish, School & Chaplaincy leaders and personnel; 
• Diocesan Safeguarding Adviser 
• Local and national media contacts 
• Church of England Communications colleagues 
• External suppliers of communications services. 

 
MAIN LOCATION: 
 

Edward King House, Minster Yard, Lincoln 

HOURS OF WORK: 37.5 hours per week 
The nature of the role will entail working outside standard hours - evenings 
and weekends. Our TOIL system enables employees to take back time. 
 

JOB SUMMARY: To lead on the development, implementation and management of a 
Communications and Engagement strategy, rooted in theology, ensuring 
that Communications and Engagement support the needs of the diocese but 
are also flexible enough to cope with changes in the organisation, as and 
when they occur. 

The Diocese is engaged in significant change through its Time to Change – 
Together: Resourcing Sustainable Church plan. For the next few years this 
will need constructive support in terms of communication. 

KEY DUTIES: • To take responsibility for the strategic direction and day-to-day delivery 
of the entire spectrum of diocesan communications  

• Lead, develop and deliver a successful Communications function that 
meets the needs of a changing, complex organisation to plan and within 
budget. This includes media and public relations, internal 
communications, brand management, marketing, advertising, digital 
and social media and production of materials. 

• Promote and encourage good communications practice within parishes 
and to develop model resources and policies for use by parishes, 
chaplaincies and projects. 

• Develop key messages, lead on creating and maintaining appropriate 
and consistent language and terminology across all media, acting as a 
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custodian of the brand ensuring consistency across all internal and 
external communications 

• Keep up to date on best practice within the charity sector generally and 
particularly changes to communications and information management 
innovation, legislation and codes of practice 

• Undertake and lead on project or major work streams for the Diocese as 
required, including deputising for colleagues. 
 

  
Materials, website and social media  
• Lead and contribute to the compilation, writing, editing, design, 

production and distribution of printed, audio-visual, digital materials, 
including statements and presentations as required. 

• Manage and expand social media presence, sourcing and sharing 
newsworthy information from across our diocese. Produce regular 
reports detailing social media activity to share with staff 

• Take overall editorial responsibility for the development and 
management of the website content for internal and external 
audiences, including generating content, maximising its potential and 
monitoring its performance. 

• Counsel and support stakeholders as they create their materials; 
contribute to diocesan materials, and adapt and share diocesan 
materials. 

• Encourage parishes, chaplaincies and projects in the diocese in sharing 
stories 

 
Reputation management 
• Identify matters on which our Diocese should comment or take action, 

including issues that could potentially damage the organisation’s 
reputation, providing support and advice to senior staff on appropriate 
messaging and approach. This includes effective surveillance of key 
websites and other sources of information to ensure that relevant 
material is extracted and disseminated in a succinct form to the Bishops, 
Archdeacons, Diocesan Secretary, Senior staff and Trustees. 

• Provide communications advice and input to support our commitment 
to best safeguarding practice 

• Increase the Diocese’s profile across media, and with influencers and 
other local organisations, developing strong relationships with local 
media partners; acting as a spokesperson when necessary and 
developing targets and strategies to ensure positive stories about the 
Church of England are received beyond the Diocese’s group of core 
engaged stakeholders. 

• Respond to requests from the press for comments, views and 
supporting information and maximise opportunities for further 
engagement on relevant topics, overseeing/approving production of 
media releases/statements, briefing materials, video and audio and 
features material 

• Advise and ensure appropriate training, support & guidance for staff 
and, where relevant, clergy undertaking press interviews. 

 
Media relationship management 
• Deliver a first-class media relations service to journalists and media 

representatives, forging relationships and proactively seeking 
opportunities for engagement so as to harness the news agenda and 
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market broader knowledge and expertise to contribute to existing and 
potential stories. 

• Receiving and managing press enquiries departments and parishes. 
• Provide support for parishes, chaplaincies and projects in crisis 

situations. 
 

Parish Support and Learner Enabler 
• Lead on the design, facilitation and provision of communication 

toolsets, templates and training for parish personnel including the 
potential procurement and provision of 3rd party services (IT, Website 
development, support, etc.) that parishes can draw on and buy into. 

• Empower and enable non-expert stakeholders to engage in effective 
communications with one-to-one support and mentoring where 
appropriate. 

• To be a point of reference, counsel and advice for general enquiries 
from parishes, chaplaincies and projects on communications. 

• Train and advise colleagues within Diocesan teams on communications 
matters, in groups and one-to-one. 

 
Crisis Management 
• Lead on crisis media planning protocols, providing the liaison with major 

incident coordinators to coordinate protocols, 
• Develop approved position statements for internal and external 

audiences; keeping key stakeholders briefed in crisis situations 
• To take responsibility for the provision of an out of hours 

communications service for the Diocese ensuring that this is provided 
with the support of other communications staff. 

 
Church of England Advocate 
• Develop understanding of and promote the place of the Church of 

England, in society and government; its diocesan, deanery and parish 
structures and the role of diocesan synod; Education and Church 
Schools; world mission, including diocesan links with Brugge, Harnesand 
and Polynesia; 

• Build and maintain contacts and share expertise with colleagues across 
the Church of England, which includes the regional Communications 
Officer network, the National Communications network and the 
national Church of England communications teams 
 

CONTINUED 
PROFESSIONAL 
DEVELOPMENT 

 
Time will be made available for any necessary Continued Professional 
Development and the necessary support will be given to enable the 
successful candidate to pursue a relevant qualification. 
 

GENERAL DUTIES The post holder will comply with all standards, policies and procedures set 
by the diocese including, but not limited to, those governing safeguarding, 
health and safety, GDPR, confidentiality and equal opportunities.  
 
The post holder is required to:  

• Support the ethos, aims and objectives of Christianity, the Church of 
England and the diocese. 

• Keep up to date with developments in their area of work.  
• Participate in performance management and appraisal. 
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• Engage in training and continuous professional development 
activities.  

• The post holder may be required to work outside normal office hours 
including occasional weekend working, subject to time off in lieu.  

 
 

The post holder may be required to work outside normal office hours including occasional weekend 
working, subject to time off in lieu.  

This job description details duties but is not prescriptive and does not direct any particular priorities 
or amount of time to be spent carrying out the duties. It is not necessarily a comprehensive definition 
of the post, and the post holder may be required to undertake other duties commensurate with the 
level and scope of the post. This job description may be subject to amendment, to meet the changing 
needs of the diocese, following appropriate consultation. 

 

PERSON SPECIFICATION 
 

CATEGORY ESSENTIAL DESIRABLE METHOD OF 
ASSESSMENT 

QUALIFICATIONS  
& SKILLS 

Graduate level qualification or 
equivalent qualification in 
Marketing and Communications 

 

An excellent user of IT, 
Photography, Video filming and 
editing skills  

 

 

Ability to produce informative 
and engaging content for a 
variety of channels and 
audiences 

Ability to write clear reports to 
inform strategic, departmental 
& policy development. 

A keen eye for detail in both 
written and creative 
output  

Sound judgement and ability to 
handle competing priorities  

Excellent verbal and written 
communication skills, with the 

 
 

 
Relevant professional 
qualifications 
 
 
 
 
A working understanding 
of the structures of the 
Church of England. 

 

Application 
 
 

Application 
 
 

Application, 
references and 

interview 
 

Application & 
interview 

 
 

Application, 
references and 

interview 
 

Application, 
references and 

interview 
 

Application, 
references and 

interview 
 

Application, 
references and 

interview 
 

Application, 
references and 

interview 
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ability to relate to people at all 
levels  

Excellent organisation and 
administrative skills with the 
ability to work effectively to 
deadlines, meet targets and 
achieve demonstrable results  

A thorough knowledge of 
tracking and evaluation 
methods across a range of 
communication channels  

 

 
 
 
 

Application, 
references and 

interview 
 
 
 

Application & 
Interview 

EXPERIENCE Experience in successfully 
working within a 
communications environment 

Significant communications 
experience across a broad range 
of channels  

 

 

Experience of developing and 
managing a website  

Experience of developing 
positive relationships with 
external media outlets 

Demonstrable experience in 
developing and maintaining a 
strong organisational brand 

Demonstrable record of 
leading, motivating and 
inspiring teams to drive 
engagement 

Experience of budget 
management 

Significant experience of using 
social media with an interest in 
emerging online trends 

 

 
 
 
 

 

 

Experience of leading the 
PR activities of an 
organisation  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 

References and 
interview 

 
 

Application, 
references and 

interview 
 
 

Application, 
references and 

interview 
 

Application  
 

Application, 
references and 

interview 
 
 

Application 
 
 

Interview 
 
 
 

 
Application 

 
 
 

Application and 
interview 
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KEY 
COMPETENCIES 

An ability to work over a 
sustained period without 
detailed supervision 
 
Notwithstanding the above, a 
capacity for, and commitment 
to, working collaboratively and 
flexibly as a member of a team 
within the diocese 

Excellent verbal and written 
communication skills, with the 
ability to relate to people at all 
levels  

Excellent organisation and 
administrative skills with the 
ability to work effectively to 
deadlines, meet targets and 
achieve demonstrable results  

A willingness to meet and work 
with people across the diocese 
in their own localities 
 
An ability to establish and 
maintain good working 
relationships with colleagues in 
the diocesan offices; also with 
clergy and others across the 
diocese and those doing similar 
work regionally and nationally 
 
A clean, full driving licence. 
 

 Application, 
references and 

interview 
 
 

Application, 
references and 

interview 
 
 
 

Application, 
references and 

interview 
 

Application, 
references and 

interview 
 
 

 
interview 

 
 
 

interview 
 
 
 
 
 

 
Application 

 
 

 

 


