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DIOCESE OF EXETER 

ROLE DESCRIPTION AND PERSON SPECIFICATION 

 

Grow in Prayer I Make New Disciples I Serve the People of Devon with Joy 

  

DETAILS 

Role Title Project Manager: Growing the Rural Church 

Salary/Rate £40,000 - 44,000 depending on experience, plus 

pension scheme 

Contract Type Fixed Term Full-time. The contract will end 31st of 

December 2023 

Hours 36.25 per week 

Normal Place of Work The Old Deanery, The Cloisters, Exeter, EX1 1HS 

with the expectation of travel throughout the county 

of Devon (including Plymouth and Torbay) and the 

possibility of remote working arrangements by 

agreement. 

Responsible for Project Officer(s), Executive Officer, External 

Consultants 

Date of Issue  May 2019 

NATURE OF WORK 

The Diocese of Exeter’s strategic plan for growth includes a major initiative, the Growing 

the Rural Church Project (GtRC). GtRC involves creative engagement with rural churches 

and their communities in order to promote church growth and sustainability. The Project 

team engages with many rural communities across Devon, increasing community 

involvement in the life of the church, thereby enhancing mission and resulting in long-term 

innovative and sustainable solutions for rural churches.  

GtRC commenced in early 2017 and is currently funded until 2023.  £1M of funding has 

been obtained from the Church of England’s Strategic Development Fund, with a further 

£0.8M of funding being committed by the Diocese. This is an innovative and exciting 

project and the learning is being shared with other dioceses and the national church. 

The role is responsible for the management of the project including the management and 

co-ordination of the Project Team which has 2-3 officers with specialisms in community 
development, communications, fund-raising and volunteer support. The Project Manager is 

responsible for the financial oversight of the project and works in close collaboration with 

the Diocesan Mission and Ministry Team, Property Team, Communications Team and the 

Diocesan Registrar. The role reports to the Church Buildings Strategy Committee.  

This is a hugely exciting opportunity for an individual with considerable experience in 

project management and community engagement to join a successful, flagship project 
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which is making a significant and lasting positive impact in the life of rural communities in 

Devon.   

Key Aspects of Role: 

The Project Manager role requires a high degree of proficiency across the domains of: 

 Strategic and operational project management 

 Financial management and planning 

 Community engagement and development 

 Multi-team and multi-agency working 

 Public speaking 

The post holder will be required to apply for a Basic disclosure certificate from the 

Disclosure and Barring Service in connection with this role. 

Extensive travel throughout Devon and nationally is required. 

Key Relationships: 

The post-holder will work closely with: 

 EDBF Directors and senior managers 

 Officers of the Mission and Ministry and Property Teams  

 The Mission and Pastoral Secretary 

 Chair of Church Buildings Strategy Committee 

 Bishop’s Staff: Bishop of Exeter, Suffragan Bishops, Archdeacons of Barnstaple, Exeter, 

Plymouth and Totnes 

 Diocesan Registrar and team 

 Mission Communities, Parochial Church Councils and priests 

 Parish Councils, local communities and their representatives 

 Local authorities 

 Local businesses 

 Regional and national community and heritage organisations 

 Other Dioceses within the Church of England 
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Role Area Main Duties and Responsibilities 

Leadership and 

Management 

 Manage the GtRC Project Team and budget and co-ordinate 

the work of the Project to meet objectives. 

 With senior staff, contribute to the ongoing development 

and implementation of rural strategies across the diocese. 

 Maintain the strong and positive profile of the GtRC Project 

and share and embed learning to ensure a strong legacy 

within diocese and nationally.  

Project Delivery  Work alongside the Mission and Ministry Team in meetings 

with Mission Communities to create / update their Mission 

Action Plans focusing on where input from the GtRC Project 

Team will be beneficial. 

 Chair and lead local meetings with PCCs and their wider 

communities. 

 Undertake community research, analysis and consultation. 

 Find and deliver creative solutions with community 

members, organisations and businesses to secure the viability 

of churches. 

 Co-ordination with clergy, PCCs, communities, volunteers 

and key staff to progress uptake of initiatives and oversight 

of ongoing relationships once agreements and solutions are 

agreed. 

Information 

Management 

 Ensure effective metrics are in place to enable accurate 

analysis and reporting on all aspects of project thus enabling 

proactive monitoring and co-ordination. 

 Report regularly to the Church Buildings Strategy 

Committee, annually to the Church Commissioner’s and as 

required to Diocesan Synod. 

 Co-ordinate information systems with Mission and Ministry 

team and keep accurate notes, correspondence and records. 

 Ensure information management systems and policies are 

adhered to, including GDPR and Data Protection. 

Relationship Building  Refine the Communications and Engagement Strategy for the 

GtRC Project and deliver it in collaboration with the 

Director of Communications. 

 Carry out public speaking engagements on the work of and 

learning from project across the diocese and country  

 Build strong relationships with all parties listed under ‘Key 

Relationships’ to support the delivery of projects. 

 Develop excellent partnership working with a wide range of 

existing and new external partners. 

Safeguarding  Ensure compliance with all Diocesan Safeguarding Policies 

and procedures. 

 Undertake safeguarding training to appropriate level 
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 Ensure appropriate level Safeguarding training and awareness 

of GtRC team. 

Equality and Diversity  Promote equality, diversity and inclusion in employment 

practices and leadership relationships and role model 

inclusive behaviours in day to day working practices. 

 Actively support the diocese to uphold principles and 

practices of equality of opportunity as detailed in its 

strategies and policies, and in accordance with its legal 

obligations and theological values.  

 Work in accordance with diocesan policies of equal 

opportunity. 
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PERSON SPECIFICATION 

The following areas outline what qualifications, training, experience and technical abilities the 

applicant will need to demonstrate. 

 Essential Desirable 

Qualifications 

and Training 

 Educated to degree level or 

equivalent, or demonstrable level 

of intellectual ability, in a relevant 

subject. 

 Qualification in project 

management. 

Experience  Development and management of 

complex projects, and associated 

stakeholder and community 

engagement. 

 Extensive team management 

experience and experience of 

leading and sustaining relationships 

with external partners. 

 Demonstrable skills in facilitation, 

negotiation and change 

management. 

 Experience of effectively managing 

budgets and ensuring the delivery 

of services within agreed 

resources. 

 Experience of working in 

the church context, 

including mission. 

 Experience of working 

with rural communities. 

 Experience of working 

with historic buildings. 

 Experience of developing 

formal agreements and 

governance documents. 

Technical  Excellent interpersonal, 

communication and presentation 

skills, including public speaking, 

with proven ability to 

communicate effectively and 

persuasively to a wide range of 

audiences. 

 Excellent negotiator, change 

manager and strategist. 

 Able to organise work and 

prioritise, co-ordinating with in-

house team and external partners 

to support the development and 

delivery of the service. 

 Able to adopt a proactive and 

entrepreneurial approach to 

discovering solutions to complex 

matters. 

 Able to build trust and work in 

partnership. 

 Understanding of the 

Church of England 

parochial system and the 

wider organisation of the 

diocese. 

 Able to understand and 

accurately interpret legal 

requirements concerning 

church buildings. 
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 Able to manage and progress 

numerous projects at any one 

time. 

 Good IT skills, including 

knowledge Microsoft Office: 

Word, Excel, Outlook and 

PowerPoint. 

General 

Requirements 
 Welcome visitors and receive 

incoming enquiries and telephone 

calls, dealing promptly and 

courteously with enquires. 

 Ensure all health and safety 

instructions are followed and that 

care is taken to ensure safety for 

self and colleagues, reporting 

concerns immediately. 

 Sensitive to the different cultures, 

traditions and activities within the 

Church and maintain a consistent 

approach to clergy and non-clergy 

matters.  

 Commitment to anti-

discriminatory practices within the 

Church of England’s legal context. 

 

Personal 

Requirements 

 A passion for the project and an 

understanding of and commitment 

to the aims and objectives of the 

Church of England.  

 Full driving licence (unless you 

have a disability as defined by the 
Equality Act 2010 which prevents 

you from driving) and access to 

independent means of travelling 

around Devon. 

 Available and willing to undertake 

evening and weekend working. 

 Able to work flexibly across the 

Diocese and within the Church of 

England as required. 
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ROLE COMPETENCIES 

The following impact areas outline the typical strengths, attributes and behaviours expected to 

fulfil the role. 
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Seeing the Big 

Picture: 

 Ensure own work and work of GtRC team is relevant and 

plans and activities reflect the wider strategic aims and 

priorities of the EDBF, parishes and Mission Communities 

across the diocese. 

 Understand how parishes and Mission Communities are 

affected by and operate in differing socio-economic contexts 

across the diocese: urban, rural and coastal; areas of 

depravation. 

 Maintain a wide overview of the strategies and activities of 

parochial and Mission Community organisations, local 

authorities, statutory bodies and other voluntary 

organisations and how they affect GtRC project team 

services provision. 

 Communicate effectively with senior leaders across the 

diocese to influence and drive future strategies and translate 

strategy into operational planning and service delivery. 

 Bring together views, perspectives and diverse needs of those 

to whom the role is accountable and bring feedback and 

learning from experience to inform organisational strategy 

and planning. 

Changing and 

Improving: 

 Encourage, recognise and share innovative ideas for change 

across a wide range of people and organisations to improve 

overall delivery of GtRC Project services and oversee 

implementation of change initiatives where appropriate. 

 Create an environment where colleagues know they can 

challenge decisions and issues safely and know their voice will 

be heard; give people space to take the initiative and work 

creatively. 

 Work with others to identify areas for improvement, and 

oversee the simplifying of processes and streamlining 

procedures to deliver more effective and efficient GtRC 

project services. 

 Clearly explain reasons for change to team and key personnel 

and direct and oversee implementation of those changes, 

supporting individuals with different needs adapt to change. 

 Identify early signs of things going wrong and respond 

promptly and provide constructive challenge to senior 

management on change proposals when necessary. 



 

 

Page | 8  

 

Making 

Effective 

Decisions: 

 Exercise own delegated level of responsibility and authority 

within the role and empower others to make decisions 

where appropriate thus ensuring decision making happens at 

the right level and in a timely manner. 

 Gather, analyse, assess and correctly interpret data from a 

range of relevant and credible sources, both internal and 

external to support decision making.  

 Gain accurate understanding of situations, including the needs 

and expectations of others; advise team members and identify 

best course of action for team to follow. 

 Make decisions or give recommendations when needed, 

especially when presented with incomplete or missing 

information/evidence. 

 Ensure others are consulted to understand the full impact of 

decisions on the GtRC project team, its services and end 

users especially when making unpopular decisions. 
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Leadership:  Lead, motivate and influence key personnel across the 

diocese, and ensure team have a clear understanding of their 

goals, activities, priorities and timeframes to provide GtRC 

project services. 

 Welcome and respond to views and challenges from others 

and stand by, promote or defend own teams actions and 

decisions where needed. 

 Proactively role model and promote high standards of 

practice and behaviour in the parishes and Misson 

Communities and in the workplace. 

 Recognise, respect and praise the achievement and 

contribution of team members; inspire and motivate team to 

be fully engaged in their work and dedicated to their role. 

 Effectively support team members to deal with conflict, 

misconduct and non-inclusive behaviours, raising any issues 

or concerns with senior management if necessary. 

Communicating 

and Influencing: 

 Ensure effective written, verbal and IT communications within 

and between the GtRC Project team, key EDBF employees, 

across the diocese and with external agencies and contacts in 

parishes and Mission Communities. 

 Monitor effectiveness of own and project team 

communications and take action to improve where necessary. 

 Deliver difficult messages with clarity and sensitivity and take 

into account individual’s needs and impact of language used. 

 Communicate with others in a clear, honest and positive way 

to build trust, explain complex issues in a way that is easy to 

understand and choose appropriate styles to maximise 

understanding. 

 Remain open minded and impartial in discussions, respect and 

value different ideas, views and ways of working, respond 
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constructively and objectively to comments, questions and 

feedback to build a fully integrated and cohesive project team. 

Working 

Together: 

 Actively build and maintain a network of professional 

relationships with key personnel and agencies across the 

diocese to achieve progress on shared objectives. 

 Develop and lead joined up team work within own team and 

across the diocese and understand the varying needs of the 

team to ensure they are supported and their experiences 

utilised. 

 Invest time to develop and maintain the focus of the team, 

create a positive team spirit, and remain approachable to 

colleagues; exhibit diplomacy, tact, patience, flexibility and a 

sense of humour with the team. 

 Lead by example and create an inclusive working 

environment where all opinions and challenges are taken into 

account and bullying, harassment and discrimination are 

unacceptable. 

 Oversee wellbeing support through delegated line 

management and help colleagues when in need; be aware of 

own wellbeing needs. 
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Developing Self 

and Others: 

 Able to identify gaps in own and team’s skills and knowledge; 

prioritise learning and development and guide and facilitate 

team to identify and develop internal training and shared 

learning opportunities. 

 Monitor and oversee team members training and 

development to achieve future team goals, career 

progression and broaden/deepen professional excellence.  

 Ensure development opportunities are made available for 

team members, and individuals take full advantage of learning 

and development opportunities, including workplace based 

learning; provide coaching and mentoring where appropriate. 

 Encourage discussions and share learning from experience 

with teams across the EDBF and the wider diocese. Change 

organisational plans and processes accordingly. 

 Able to recognise signs of stress in oneself and in others and 

provide/seek the appropriate support, referring issues to 

senior management as appropriate. 

Managing a 

Quality Service: 

 Bring together the complexity and diversity of GtRC Project 

service recipients and their needs and expectations to ensure 

the delivery of high quality, effective and efficient services. 

 Drive, facilitate and oversee team initiatives relating to policy, 

process and procedure improvements and changes and 

monitor longer term impacts and effectiveness of changes. 

 Consider and develop a broad range of methods of delivery 

and maintain professional standards of excellence within 

GtRC project services. 
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 Work with senior management and key personnel across the 

diocese to make clear, practical and manageable plans for 

service delivery ensuring adherence to legal, regulatory and 

governance requirements. 

 Understand the varying needs of the Education team, hold 

regular team meetings and ensure feedback from team is 

acted upon promptly, proactively helping team to manage 

risks and identify solutions. 

Delivering at 

Pace 

 Ensure all GtRC project team understand and own their 

roles, responsibilities and team priorities, setting out clear 

processes and standards for managing timely and effective 

service delivery. 

 Ensure each team member has the right resources at the 

right time to do their job, reviewing and adjusting resources 

to meet service delivery expectations as appropriate. 

 Maintain own levels of performance and regularly review 

team’s work against key goals and service delivery 

expectations; act promptly to reassess workloads and 

priorities when managing conflicting project demands. 

 Provide team with space and authority to meet own goals, 

providing support, guidance and advice where necessary to 

ensure effective application of delegated responsibility. 

 


