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PALACE MANAGER 
 

 
 

JOB DESCRIPTION 
 
 
JOB TITLE:  Palace Manager 
 
LOCATION:  The Palace Canon Lane Chichester PO19 1PY 
 
REPORTING TO: The Bishop of Chichester, who will be responsible for all  
                                          line management duties such as weekly one-to-one   
                                          meetings, appraisals and objective setting, leave, sickness  
                                          management etc. 
 
KEY RELATIONSHIPS: The Bishop, the Bishop’s Chaplain, the Bishop’s office  
                                             staff, the senior staff, Diocesan Secretary and 
                                             Diocesan staff  
 
 
 
 
MAIN DUTIES AND RESPONSIBILITIES 
 
 
1. To manage the day to day running of all aspects of the Palace and the effective 

supporting of the ministry of the Bishop of Chichester in all its various aspects. 
 

2. To ensure a high standard of efficiency, professionalism and hospitality at the 
Palace. 
 

3. To ensure that best practice is followed with regards to administrative systems 
and structures across the life of the Palace and to line-manage both the Palace 
Administrator (Clergy Appointments) and the Palace Administrator (Diary and  
Events) and also any part-time staff such as the PTO administrator.  The line 
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management would include weekly one-to-one meetings with the staff and 6 
monthly appraisals.  

 
4. To take the lead at the weekly diary meetings with the office staff and the 

Bishop.  This would include setting an agenda and producing an action log 
outlining decisions taken and those responsible for their delivery.  

 
5. To have oversight in conjunction with colleagues of appointment processes in 

accordance with safer recruitment guidance - and ecclesiastical legislation. 
 

6. To have oversight in conjunction with colleagues of clergy HR matters e.g. 
expiries of suspensions/restrictions and instructions to the Senior Church 
suspend/restrict, expiries of fixed terms including Rural Deans, clergy 
approaching 70, sickness, grievances. 
 

7. To take responsibility for the smooth running of the Bishop’s office, the Palace 
building, its utilities and grounds. This includes liaising with external 
management companies responsible for the maintenance of alarms, heating and 
repairs etc as well as the Estate managers (currently Saville’s) and the Church 
Commissioners. 

 
8. To undertake a bursarial role, being responsible for the day to day running of 

the finances of the Palace including the Bishop’s expenses, the Bishop’s 
discretionary account, and the office expenses such as stationery.  
 

9. To ensure good internal and external communication between the Palace, the 
Diocese the wider Church of England and other bodies (e.g. The House of 
Lords) 
 

10. To ensure the efficient management of the Bishop's diary in conjunction with 
colleagues. 

 
11. To ensure compliance of safeguarding and appointment processes in 

accordance with safer recruitment guidance in conjunction with colleagues. 
 

12. To be responsible (on behalf of the Bishop who is the named person for 
GDPR) for database and clergy confidential files.  This involves being 
responsible for data protection more generally on behalf of the Bishop. This 
would encompass Subject Access Requests or dealing with the new Data 
Sharing Agreement and any new policies required under that or any similar 
matters that arise in future. 

 
13. To be responsible for non-CDM complaints against clergy, including 

maintaining the complaints log. 
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14. To review and maintain channels of reporting and record keeping and to keep a 
watching brief on office systems and how they might be improved. 

15. To oversee the accurate and timely presentation of all applicable papers for the 
many meetings that take place, in conjunction with colleagues. 

16. To work closely with the Bishop's media advisor the Diocesan Comms’ team 
with regard to all outward facing events and publicity. 
 

17. To oversee the development of the Palace estate and its outreach locally and 
nationally.  This would include undertaking projects for the refurbishment of 
the public spaces of the Palace and its use as a venue for events in conjunction 
with colleagues. 

 
18. To be responsible for Palace HR policies including the updating and delivery of 

Health & Safety, security policies and policies like anti-bullying and lone 
working. identifying what needs to be put in place to comply with best practice.  

19. To generally support the Bishop in his day-to-day varied ministry and to 
undertake any other tasks and duties which assist the Bishop in this regard. 
 

 
PERSON SPECIFICATION 
 
The person appointed will: 
 

 
1. Have a good knowledge and understanding of the workings of the 

Church of England. 
 

2. Have extensive managerial experience, having worked in offices, 
managed process and successfully led a team. 
 

3. Be mature in outlook and at ease with themselves. 
 

4. See the big picture while being capable of accurate attention to detail. 
 

5. Have proven administrative and drafting skills and be computer literate, 
familiar with e-mail, word processing packages and the use of data 
bases. 

 
6. Be adaptable and flexible, able to enjoy working under pressure, to 

prioritise tasks and work to deadlines, to meet a broad set of demands. 
 



 4 

7. Be an effective collaborator as part of a small team, while being self-
motivated and a self-starter in terms of working alone.  

 
8. Be content to work to the Bishop’s agenda, giving complete loyalty in 

public.  Utter confidentiality is essential to the role. 
 

9. Be adaptable, recognising that the role will grow and develop as does 
that of the Bishop. 

 
 

GENERAL CONDITIONS 

 
Standards of Behaviour and Conduct 
 
Staff are expected to act at all times with due consideration for others and in a 
manner befitting their position as employees of the Church and as professionals, 
whatever their job. 
 
Health and Safety Responsibilities 
 
All staff are required to ensure that they understand and accept the legal duties 
placed on them by the Health and Safety at Work Act not to endanger themselves 
or others and by the Management of Health and Safety at Work Regulations to co-
operate with colleagues and management in the control of health and safety at 
work. And therefore: 
 

• to read and understand and abide by the health and safety policy; 

• to make themselves familiar with accident and emergency procedures on 
their site; 

• to make themselves familiar with the findings of any risk assessments which 
might affect them; 

• to inform their manager immediately of any health or safety deficiencies or 
dangerous situations or near misses; 

• to set a good personal example in respect of health and safety. 
. 
Confidentiality 
 
Staff must not pass on to unauthorised persons, any information obtained in the 
course of their duties without the permission of their manager. 
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TERMS OF EMPLOYMENT 
 
Salary  

 
The salary for this post will be £32, 650 per annum (but is negotiable). 
 

  
Pension Contributions  
 
Staff will be admitted to the Church Administrators Pension Fund (CAPF, DC 
Section) unless they choose to opt out.  
 
There is no contracting – out certificate under the Pension Schemes Act 1993 in 
force for this employment in relation to the CAPF. CAPF members are contracted-
in to the State Second Pension. 
  
The Church Commissioners have an income protection insurance arrangement. To 
be eligible for cover under this policy an employee must be a member of the CAPF 
DC section. Please note that insurance cover is not necessarily automatic and that 
underwriting may be required by the schemes in some instances.  Cover will be 
subject to any terms and conditions laid down by the insurance company. 
 

Hours of work 

 
The Palace Manager is expected to keep office hours of 9.00 am to 5.00 pm with a 
break for lunch. There will be some, but not many, evening or Saturday 
commitments, when another day off may be taken in lieu. It is particularly 
important, given the pressures on the Bishop’s diary, that the Palace Manager is 
generally available when the Bishop is in the office. 
 
Annual Leave  
 
There is an entitlement of 30 days paid annual leave per leave year.  This is 
exclusive of public and additional holidays.  The leave year runs from 1st January to 
31st December. 
 
Notice 
 
During the probationary period the employment may be terminated by one 
month’s written notice on either side or by pay in lieu of notice by the employer. 
Once the appointment is confirmed the notice period will be extended to three 
months on either side or by pay in lieu of notice by the employer. Should the 
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person be summarily dismissed on the grounds of gross misconduct, the 
employment will be terminated without notice. 
 
Probationary period 
 
There will be a probationary period of six months. 
 
Appraisal  
 
There will be a 6 monthly appraisal by the Bishop in addition to weekly one-to-one 
meetings.  
 
Applications and Interviews 
 
The deadline for applications is 12noon on 20 May 2022.  Applications should be 
submitted to the Bishop of Chichester by email at: 
applications@chichester.anglican.org 
   
The interview which will be held at The Palace, Chichester, will be on 1 June 2022. 
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