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Job Title:  Head of the bishops’ office in the Diocese of Lincoln 

 

Location:  The bishops’ office, Edward King House, Lincoln, LN2 1PU 

 

Accountable to: The Bishop of Lincoln 

 

Line Manager: The Bishop of Lincoln 

 

 

Key Relationships: 

• the Bishop of Lincoln 

• the two suffragan bishops and other members of the bishop’s senior staff team 

• the bishop's chaplain 

• the staff members of the bishops’ office 

• members and staff of Committees of which the bishop is a member 

• key partners in developing the bishop of Lincoln’s strategic vision to raise the educational 

aspirations of young people in the diocese.   

 

Context: 

The bishops of the diocese of Lincoln share an administrative office which provides a highly 

professional and efficient level of support for their ministry. The staff of the office includes two 

administrative officers who deal with the host of day-to-day tasks like answering the phone and 

redirecting enquiries, triaging the mail, keeping the bishops’ diaries, providing briefing notes for 

meetings, generating appropriate paperwork and filing systems, and providing hospitality for visitors. 

There is also a chaplain who works mainly in support of the Bishop of Lincoln, but who also provides 

support to the other bishops as required. The office was headed by the Reverend David Dadswell until 

his appointment as the Diocesan Secretary; he also had particular responsibility for overseeing the 

implementation of the bishop’s strategic vision for the diocese. 

 

The bishop wishes to appoint a new Head of Office who will be responsible for the efficient running of 

the bishops’ Office and will also have particular responsibility to resource the Bishop of Lincoln’s 

ministry “in the public square”. This will require supporting the bishop’s work on church and national 

bodies, including his work in the House of Lords. 

 

The diocese has several pockets of significantly low participation rates in Level 4 education. There are 

several agencies involved in improving these rates (e.g. local universities and colleges and the LiNC 

Higher programme). The bishop of Lincoln has an increasing role in working with partners and 

stakeholders across the various sectors to address this growing issue, and to influence and change the 

educational aspirations of young people in Greater Lincolnshire. 

  

 
THE NATIONAL INSTITUTIONS OF THE CHURCH OF ENGLAND 

 
MANAGING EMPLOYER: CHURCH OF ENGLAND CENTRAL SERVICES 

 
JOB PROFILE 
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Job Summary: 

 

To support the flourishing of the bishop of Lincoln’s mission and ministry as leader and 

shepherd of the diocese and as a national and regional public theologian 

 

Main duties and responsibilities 

 

Head of Office 

• To ensure the provision of efficient and cost-effective administrative policies, systems and 

support for the bishops of the diocese of Lincoln. 

• To plan and manage the budgets of the three bishops 

• To manage the staff of the Bishops’ Office, including the bishop’s chaplain. 

• To provide administrative support of the Bishop’s Senior Staff Meetings 

• To oversee implementation of the bishop’s projects and policies 

 

Adviser in Practical Theology 

• To accompany the bishop to meetings and events and act as his aide, including in evenings and 

at weekends. 

• To undertake research on behalf of the bishop in support of his work on national bodies, e.g. 

the House of Lords work and committees of the National Church Institutions. 

• To provide the bishop with briefing notes and draft speeches as required. 

• To bring forward proposals to support the bishop of Lincoln’s ministry by implementing his 

vision of raising the educational aspirations of young people in Greater Lincolnshire in 

partnership with other organisations in the same field (e.g. the local universities and colleges, 

the Diocese of Lincoln Board of Education). 

• Representing the bishop to key stakeholders, e.g. vice-chancellors of the county’s two 

universities, college principals, school and academy head teachers, commercial directors, RAF 

senior management, public body representatives and officers and leaders of pertinent social 

justice and educational charities in greater Lincolnshire and further afield. 

 

 

Remuneration 

 

The post will be remunerated at the Church Commissioners’ Senior Executive Officer level. The post 

holder will be required to work unsociable hours in support of the bishop’s mission and ministry, and a 

housing allowance will be provided for the better performance performance of the duties outlined 

above. 
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PERSON SPECIFICATION: 

 

HEAD of BISHOPS’ OFFICE 

 

 

 

Skills/Aptitudes: 

• Excellent verbal and written communication skills 

• A high degree of numeracy and excellent IT skills, including Microsoft Office suite of 

applications. 

• Excellent inter-personal skills 

• The ability to build strong relationships with a range of stakeholders. 

• Experience of drafting briefings, reports and speeches 

• Ability to adapt communication style for a range of audiences and purposes. 

• Strong advanced research and analysis skills. 

• Proven ability in project design development, and ‘self-starting’. 

 

 

Knowledge/Experience: 

• Theological education to post-graduate level and evidence of successfully completed academic 

research. 

• Knowledge and understanding of current theological trends 

• In-depth understanding of current issues in the life of the church and the nation 

• In-depth understanding of the ecclesiastical and socio-political context in which the bishop’s 

ministry is exercised 

• Significant familiarity with the educational sector and of the issues facing young people accessing 

Level 3 education and training 

 

• Ability to lead and motivate staff 

• Experience of developing relevant solutions to complex situations and contributing to strategic 

planning 

• Experience of successful project management 

• Track record in the effective development of not-for-profit voluntary sector organisations 

• Ability to work in partnership with board-level executives of schools and universities, public body 

representatives 

• Ability to design, implement and improve effective administrative systems 

• Demonstrable experience of effective budget planning and management 

• Understanding of the structures of the Church of England 

 

 

Personal Attributes: 

• A collaborative approach 

• Good listening skills 

• A desire to learn, capacity to be flexible and ability to work under pressure 

• Able to work unsociable hours 

• An ability to work to demanding deadlines 

• Resilience and good humour 

• Full clean UK driving licence 

• In sympathy with the ethos of the Church of England 
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GENERAL INFORMATION: 
 
Who we are and our values 
 
We in the National Church Institutions support the mission and ministries of the Church locally and 
throughout England. We work together in our teams, with those who serve in Parishes, Dioceses, Schools 
and other ministries and with our partners at a national and international level.  
 
We have developed our NCI ‘people’ values which are below, and we work with these regardless of whether 
we are of Christian faith, another faith or no faith; 
 
 
Excellence:  
we take pride 
in doing a 
good job 

• Understand the needs and expectations of those we serve and support 

• Take personal responsibility for solving problems and learn from what we do 

• Support what works but be open to and welcome change where it’s needed  

• Work with others to get the best Result for those we serve and support  

Respect:  
we treat 
everyone with 
dignity 

• Value people for who they are and embrace our differences 

• Listen and learn from each other, regardless of who or what we are 

• Set clear, realistic and fair expectations 

• Recognise achievement and support each other 

Integrity:  
we are 
trustworthy 

• Do what we have said we will do 

• Take accountability for what we do 

• Be open and straightforward with ourselves and others 

• Celebrate behaviours that support our values and challenge those that don’t 

Our training, policies, procedures and practices are all intended to support behaviours in line with our values 
and we expect all staff to uphold these.  
 
Diversity 
 
We understand the benefits of employing individuals from a range of backgrounds, with diverse cultures and 
talents. We aim to create a workforce that: 
 

• values difference in others and respects the dignity and worth of each individual 

• reflects the diversity of the nation that the Church of England exists to serve 

• fosters a climate of creativity, tolerance and diversity that will help all staff to develop to their full 
potential.  

 
We are committed to being an equal opportunities employer and ensuring that all employees, job applicants, 
customers and other persons with whom we deal are treated fairly and are not subjected to discrimination. 
We want to ensure that we not only observe the relevant legislation but also do whatever is necessary to 
provide genuine equality of opportunity. We expect all of our employees to be treated and to treat others with 
respect. Our aim is to provide a working environment free from harassment, intimidation, or discrimination in 
any form which may affect the dignity of the individual. 
 
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 
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The NCIs take Health and Safety at work very seriously and require their staff to familiarise themselves with, 
and follow, their policy. 
 
Confidentiality 
 
Staff must not pass on to unauthorised persons, any information obtained in the course of their duties 
without the permission of their Head of Department. 
 

TERMS OF EMPLOYMENT: 
 
Starting Salary:  
  
Pension Contributions: Non-clergy staff will be admitted to the Church Administrators Pension Fund 

(CAPF, DC Section). Clergy already in the Church of England Funded Pensions 
Scheme (CEFPS) will have the option of either remaining in this scheme or 
joining the CAPF scheme. 

There is no contracting – out certificate under the Pension Schemes Act 1993 
in force for this employment in relation to the CAPF and CEFPS. Both CAPF and 
CEFPS members are contracted-in to the State Second Pension. 

 
Hours of Duty: Normal hours of work are 35 per week, Monday to Friday with an hour’s 

unpaid break for lunch. 
  
Annual Leave: 25 days paid leave per leave year (pro-rata).  This is exclusive of public 

holidays and additional holidays approved by your employer. 
 
Season Ticket Loan: Staff are eligible to apply for an interest-free travel season ticket loan for their 

journey to and from work. 
 
Contract: This post is offered on a fixed-term contract for six months, subject to a one-

month probationary period.  
 

 
Closing date for receipt of applications:   
 
Please note, if you have not heard from us within 3 days of the interview date, you have been unsuccessful in 
your application. 
 
Interviews: To be confirmed.  
 


