
 
 

DIOCESAN BOARD OF FINANCE 

JOB PROFILE 

 
JOB TITLE:   Director of People and Engagement 
 

ACCOUNTABLE TO:  CEO 
 
RESPONSIBLE FOR:  HR Team, Safeguarding Team, Admin Team, DRO Team 
 
KEY RELATIONSHIPS:  

 CEO 

 Chief Finance Officer 

 Finance Manager 

 Diocesan Bishop 

 Area Bishops 

 Cathedral Deans 

 Archdeacons 

 Directors of Strategy, Education, Communication, Property 
and Ministry and Mission 

 Parishes and Cathedrals 

 Regional and national colleagues 
 

BACKGROUND  
The Diocese of Leeds came into existence at Easter 2014 following the dissolution of the 
former dioceses of Bradford, Ripon & Leeds, and Wakefield. It covers the whole of West 
Yorkshire, the western part of North Yorkshire, and small parts of South Yorkshire, Lancashire, 
and County Durham. The diocese has 656 church buildings. 
 
The following information is furnished to assist staff joining the Diocese to understand and 
appreciate the work content of their post and the role they are to play in the organisation.  
However, it must be noted that whilst every endeavour has been made to outline all the duties 
and responsibilities of the post, this document does not permit every item to be specified in 
detail.  It must also be noted that this job description may be reviewed from time to time, in 
conjunction with the post holder. 
 
Our Values 
The Diocesan values, Loving, Living, Learning, are vital to the way we encourage equality, 
diversity and inclusion in our workplace.  We aim to: 

 Love God, the world and one another. 

 Live in the world as it is, but, drawn by a vision of something better, we want to help 
individuals and communities flourish, 

 Learn when we get things wrong, by listening and growing together. 
 

The Diocese of Leeds is proud to be a Living Wage Employer.  

https://en.wikipedia.org/wiki/Diocese_of_Bradford
https://en.wikipedia.org/wiki/Diocese_of_Ripon_and_Leeds
https://en.wikipedia.org/wiki/Diocese_of_Wakefield
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JOB DESCRIPTION 
 
MAIN DUTIES AND RESPONSIBILITIES 
  
Overall Purpose 

 Lead the HR function, taking responsibility for the strategic direction and day-to-day 
management of the HR team ensuring that it provides an efficient and effective 
service. 

 Lead the development, implementation and measurement of an effective employee 
engagement strategy that supports the diocesan strategy and builds levels of 
engagement throughout the staff team. 

 Support the safeguarding team to build and encourage a culture where safeguarding 
is positively integrated into the life of the diocese and ensure there is a team culture 
that develops and grows the performance and efficiency of the team. 

 Manage the administration function, ensuring they provide an efficient welcome 
service and manage diocesan data effectively through the use of CMS and the Parish 
Returns System. 

 Support the Diocesan Records Officers (DROs) to provide a service to Archdeacons and 
parishes by supporting them with the care of parish records, ensuring they are in good 
order and in an appropriate condition. 

 
Human Resources 
General 

 Provide a model of best practice and professionalism in meeting the HR needs of the 
diocese, encouraging good practice within the diocesan offices, cathedrals and 
parishes. 

 Provide support and advice to senior staff and managers on HR policy and practice and 
complex cases escalated by the HR team. 

 Review, develop and maintain effective processes and systems in relation to all aspects 
of the HR function, ensuring they are in line with legislative changes, both 
parliamentary and ecclesiastical. 

 Ensure that staff and clergy policies and handbooks are up-to-date and inline with 
legislation and best practice. 

 Work with the CEO to review staff salaries ensuring that recommendations for pay 
rises are made in consultation with the CFO and Board. 

• Work with colleagues to support and coach team members in the delivery of their 

personal and team objectives.  

 Through the ongoing development and implementation of the HR Business Plan, 
develop and embed the use of key performance indicators (KPIs) in the team to 
measure activity and progress towards our goals. 

 Keep abreast of and up-to-date with employment legislation and best practice across 
HR and implement changes where necessary. 

 Have a thorough understanding of the Ecclesiastical Offices (Terms of Service) 
Measure and implement any necessary changes in relation to it. 

 Ensure that a functioning HR system is in place and is updated in line with key 
legislation changes and the National People System is utilised as appropriate. 



 

3 
 

 Support the HR team to provide advice and guidance to employees, clergy and parishes 
and the HR page on the diocesan website contains useful information and 
documentation and is kept up-to-date. 

 
Employee Lifecycle 

 Ensure the HR function provides an efficient recruitment and onboarding process, 
ensuring Safer Recruitment Guidelines are followed and all new starters are 
adequately inducted. 

 Ensure the HR team provide HR documentation in a timely manner, completing all 
appropriate Right to Work checks and ensuring probation reviews are completely 
correctly, providing advice where necessary. 

 Ensure the HR team undertakes the leaver process in a timely manner including 
relevant paperwork and undertaking exit interviews. 

 
Performance Management 

 Ensure there is a culture of high performance throughout the staff team, leading the 
implementation of the diocesan appraisal system to help ensure that employee 
performance is fairly and accurately measured and that all appraisals are completed in 
the relevant timeframe. 

 Ensure that managers are equipped with the appropriate knowledge to undertake 
appraisals. 

 Ensure the HR team monitor and review appraisals, develop an annual training plan 
and review and create succession plans for employees. 

 
Training and Development 

 Ensure that staff have access to relevant training opportunities to enable them to fulfil 
their job roles and this is provided within the agreed budget. 

 Support the HR team to set up and run the Employee Forum, ensuring appropriate 
lines of feedback and action to SLT and staff. 

 Provide advice to senior clergy on appropriate and relevant personal development and 
training plans for clergy. 

 Provide good quality training sessions and documentation for employees, office 
holders and parishes on HR topics where appropriate. 

 
Health and Wellbeing 

 Enable the successful delivery of the Health and Wellbeing plan. 

 Work with the HR team to develop and promote health and wellbeing initiatives. 

 Support line managers to effectively manage their team’s health and wellbeing and 
sickness absence. 

 Provide advice and support regarding health and wellbeing ensuring this is on the 
agenda of all team leaders. 

 Promote the use of the Employee Assistance Programme. 
 
 
 
Employee Engagement/Organisational Development 

 Develop and implement an Employee Engagement Plan for diocesan staff. 
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 Develop and deliver high-quality employee engagement initiatives that are in line with 
the engagement plan. 

 Ensure the Employee Forum is set up and runs smoothly throughout the year, 
collecting and utilising feedback where appropriate. 

 Lead on employee engagement surveys and the follow up work to drive employee 
engagement. 

 Establish and roll out a clear Reward and Recognition Framework for staff. 

 Lead and support the HR team to increase engagement with The Font, using it as a tool 
to promote activities and information. 

 Review processes relating to engagement and improve and deliver initiatives where 
possible. 

 

Safeguarding 

 Support the safeguarding team to build and encourage a culture where safeguarding 
is positively integrated into the life of the Diocese, ensuring they develop and maintain 
collaborative working relationships with all parishes, officers and relevant external 
agencies. 

 Review and develop diocesan policy, procedures and good practice guidelines, 
ensuring they are up-to-date with current legislation and House of Bishops practice 
guidance; ensure all guidance is easily accessible in content and availability. 

 Ensure the Diocese is responsive to the needs of individuals involved in safeguarding 
issues, giving particular attention to the needs of those who have survived abuse. 

 Work with the team to ensure robust electronic systems are in place to track calls, 
manage cases, and ensure effective training delivery, enabling reporting against KPIs. 

 Support the safeguarding team to provide pro-active support and guidance to parishes 
on all safeguarding matters ensuring they challenge PCCs and PSOs on their 
implementation of the guidance. 

 Work with the DSAs and the SSG to establish effective quality assurance systems for 
case management, the assessment of risk and the implementation and management 
of safeguarding agreements. 

 Work with the CEO, SSG and the Safeguarding team to ensure the diocese has 
appropriate and effective safeguarding policies and procedures in place with the tools 
available to implement them. 

 Work with the CEO, SSG and the Safeguarding team to ensure there is a culture of 
openness and transparency embedded in relation to safeguarding practice. 

 Support the safeguarding team to ensure they are able to undertake regularly reviews 
of practice and procedure and they utilise the lessons learned process correctly. 

 
Administration 

 Oversee the central administrative function and manage the workflow of the team. 

 Ensure the admin team have the necessary tools to provide an efficient welcome 
service. 

 Manage the upkeep of the Contact Management System (CMS). 

 Support the admin team to ensure parish returns are collected and validated in a 
timely manner. 
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IT 

 Manage the telephone and mobile phone contracts, undertaking the new product 
research/renewal process when necessary. 

 Support the P&E Administrator to manage our assets and ensure staff have working 
hardware. 

 Be the point of contact for IT authorisations. 

 Engage with new technology where appropriate, undertaking necessary research to 
enable the diocese to move forward regarding digital technology. 

 
DROs 

 Provide support to the DRO Co-ordinator enabling him to liaise with his DRO colleagues 
to provide an effective service to parishes and Archdeacons. 

 Ensure that the necessary resources are in place to enable the DROs to work to the 
CofE ‘Keep or Bin’ documentation. 
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Person Specification 

Director of People and Engagement                 

         (E – Essential criteria, D = Desirable criteria) 

 

 Sections  E/D 

1 Skills, 
knowledge and 
aptitudes 

The Director of P&E should be able to provide evidence of the 
following: 

 An in-depth knowledge and understanding of employment law. 

 A knowledge and understanding of training and development. 

 An understanding of Ecclesiastical Terms of Service. 

 An understanding of Safeguarding Processes and Procedures. 

 Excellent problem-solving skills and judgement with the ability 
to make sound decisions independently. 

 An ability to drive continuous improvement. 

 The possession of a high degree of emotional intelligence and 
empathy.  

 Excellent organisational and time management skills. 

 An ability to achieve deadlines and prioritise a busy schedule. 

 An ability to use their own initiative and work in a proactive 
manner. 

 

 

E 

E 

D 

D 

E 

 

E 

E 

 

E 

E 

E 

2 Qualifications, 
Training and 
Experience 

The Director of P&E should: 

 Be Level 7 CIPD qualified or equivalent. 

 Hold chartered membership of the CIPD. 

 Have experience of successfully leading and developing a team. 

 Have demonstrable experience of building and maintaining 
effective relationships with key stakeholders. 

 Have experience leading and delivering on a range of strategic 
development initiatives to meet organisational goals. 

 Have experience of coaching and providing sound advice and 
guidance to a range of people. 

 Have experience working in the charitable sector. 

 

E 

D 

E 

E 

 

E 

 

E 

 

D 

3 Personal 

Attributes 

The Director of P&E should: 

 Be an excellent communicator. 

 Be sensitive to the different culture, traditions and activities 
within the parishes of the Diocese. 

 Have a flexible work approach. 

 Have the ability to work collaboratively. 

 Have the ability to relate to a wide range of people and 
organisation. 

 Have the ability to ensure own personal and professional 
development. 

 

E 

E 

 

E 

E 

E 

 

E 

 

4 Disposition and 

Attitude 

The Director of P&E should have: 

 Empathy with the faith and mission of the Church of England.  

 The aspiration to reflect the Diocesan values in both personal 
and professional conduct and communication with colleagues, 
diocesan stakeholders and other contacts. 

 

E 

E 
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5 Special 

Requirements 

The Director of P&E should: 

 Have the ability to travel throughout the Diocese. 

 

E 

 


