
 

 

 

Gloucester Diocesan Board of Finance 

 

Job Description and Person Specification  

 

Job Title Chaplain and PA to the Bishop of Tewkesbury 

Salary Grade Band 4 (£28,402 - £33,912 FTE) 

Department Bishop’s Office 

Working arrangements 15 hours office based  

Reporting to Bishop of Tewkesbury 

Date of issue April 2018 

 

Overall Purpose of Post 

The Bishop of Tewkesbury shares with the Bishop of Gloucester in her leadership of the 

Diocese having delegated responsibility for a number of specific areas of ministry (Readers, 

retired, clergy, Church Schools, the sponsoring of candidates for ordination etc.).  

 

This new post will provide for a new Chaplain and PA (lay or ordained) to underpin the ministry 

of the Bishop working collaboratively with the Chaplain to the Bishop of Gloucester and the 

Bishop’s and Archdeacons support staff at 2 College Green. The post holder will share the 

priorities and aspirations of this ministry and be a confidante and support ready to ‘see over the 

horizon’ of its day to day demands. 

 

In addition within the Diocesan LIFE vision the Bishop of Tewkesbury will have particular 

priorities of mission, ministry and evangelism and may have some further national responsibility. 

 

This is an office based post and it is not expected that the Chaplain would generally accompany 

the Bishop at liturgical services. 

 

  



 

 

Context in which Diocesan Jobs are carried out 

We want all our people to have good working experiences – and we seek to continually 

improve our working systems and arrangements.  We welcome and encourage new ideas and 

suggestions about what we can do better.  

We expect that all who serve with the GDBF are sympathetic to the organization’s mission to 

share the Gospel of Jesus Christ. 

This post carries a genuine occupational requirement to be a practising Christian under the 

provisions of the Equality Act 2010. 

 

 Responsibilities & Accountabilities  Nature and Scope of Role  

 

1 

To work with the Bishop in the 

shaping of his ministerial and 

mission priorities in the context of 

managing his diary commitments. 

 

 

 

This includes: 

 Taking responsibility for the Bishop’s diary 

on a weekly, monthly and annual basis; to 

ensure that it reflects the Bishop’s priorities 

within the context of the Church’s 

calendar; diocesan events and activities and 

services.   

 Balancing engagements across the diocese 

to ensure that those in our deaneries and 

other worshipping communities are given 

appropriate priority. 

 Working with colleagues in the Bishop of 

Gloucester’s Office to ensure the Bishop’s 

engagements appropriately compliment and 

support the diary and diary arrangements of 

the Bishop of Gloucester. 

 Liaising with the area deans and clergy as 

appropriate 

 Linking with the Bishop of Gloucester and 

national offices, to ensure that all dates for 

national (and international) commitments 

including the College of Bishops are 

arranged – along with travel and other 

logistical arrangements. 

 



 

2 To be responsible for the logistical 

and practical arrangements of all 

local church and worshipping 

community, other community, 

engagements and visits. 

 

 

 

This includes; 

 Understanding the priorities of the 

community the Bishop is visiting, their 

expectations of the visit alongside the 

priorities of the Bishop.  

 To be proactive where there are other 

places within that context that would be 

appropriate to visit; to link LIFE priorities 

within a local context as far as is possible.  

 To make all practical and logistical 

arrangements, and to ensure that the 

Bishop is properly briefed and all 

necessary paperwork provided in good 

time. 

 To have oversight of liturgies for 

confirmation and licensing services as 

appropriate working with the Bishop’s 

volunteer liturgical chaplain. 

3 To be responsible for liaising with 

parishes and benefices in the 

preparation of liturgy that the 

bishop will celebrate. 

This includes 

 Receiving from the parish/community 

drafts of liturgy proposed; reviewing what 

is proposed, suggesting alternatives as 

appropriate, and working with the parish 

and the bishop to finalise arrangements. 

 On some occasions it will be appropriate 

to support the drafting of individual acts of 

worship eg a celebration of baptism or a 

particular service for Holy Week. 

 



 

4 To manage the arrangements for 

the Bishops pastoral ministry. 

 

 

This includes;  

 Arranging Episcopal Reviews and all 

associated paperwork and follow up; visits 

to retired clergy; 

 All arrangements associated with the 

Bishop’s oversight of Reader Ministry in 

the diocese. 

 Ensuring that all those who need access to 

the Bishop are able to do so in a 

supportive, reassuring and welcoming way. 

 Managing the arrangements for hospitality, 

eg bible study lunches, welcome meals for 

new incumbents, for retired clergy etc 

 

 

5 

To manage the arrangements for 

the Bishop as `Sponsoring Bishop’ 

for Ordinands. 

 This includes; 

 Ensuring regular liaison with the DDOs, 

preparation of papers, meetings and other 

logistical arrangements, BAP arrangements, 

C4 arrangements. 

 Following up pastoral oversight of all 

ordinands. 

 

6 To support the role of the Bishop 

as Chair of the DBE. 

This includes;  

 Ensuring appropriate paperwork, follow up 

actions from minutes, liaising with the 

Director and Deputy Director Education and 

their staff. 

 Liaising with Head of HR and Safeguarding to 

ensure appropriate policy and practice with 

regard to following up disciplinary and 

capability issues. 

7 To support the role of the Bishop 

as member /Chair of a number of 

Boards, Trusts etc 

This includes: 

 Ensuring appropriate paperwork 

 Following up actions from minutes; liaising 

with staff and other Trustees/Governors etc 

others as appropriate. 

8 To undertake local and national This includes; 



 

research.  Undertaking both qualitative and quantitive 

research on specific areas/matters that relate 

to the bishop’s ministry. 

 Preparing short briefing documents on 

matters as directed 

 Working with GDBF staff eg Context Mission 

Officer, Diocesan Secretary, Deputy 

Diocesan Secretary and others 

 To write up research or other information 

into briefings, drafts for a wide variety of 

audiences etc  

9 To be responsible for the oversight 

of correspondence both specific and 

general enquiries. 

 

This includes: 

Ensuring that all communications (phone, email, 

letter) are responded to in a timely and courteous 

manner; and following up specific communications 

as directed by the Bishop. 

10  Managing the reporting and  

processing of budgets and expenses 

as appropriate 

This includes oversight of the Bishop’s local 

account and management of expenses within the 

policies of the Church Commissioners; reporting 

as appropriate. 

 

11 

 

Such other duties as are necessary 

 

Within the parameters of the ministry of the 

Bishop 



 

Person Specification 

Attributes Essential Desirable 

General Able to inspire trust and credibility 

with internal and external stakeholders. 

Motivated and confident. 

Excellent communication skills, written 

and verbal, with a wide variety of 

audiences. 

Committed to accurate and articulate 

work. 

Able to maintain courtesy and 

confidentiality at all times and with all 

people. 

A Christian with a heart for the diocesan 

vision committed to sharing in the 

ministry of the Bishop of Tewkesbury 

 

 

Qualifications 

and Training 

Evidence of theological and ministerial 

formation. An awareness of liturgical 

principles and practice 

 

Holding episcopal license - either lay 

or ordained. 

 

Experience Ministry in the Church of England 

Experience of office systems, including 

email, databases, and a range of 

Microsoft packages (Word, Excel) 

 

Experience of organising, planning and 

prioritising work 

 

Experience of working with or 

maintaining filing or information systems 

The management of a busy office. 

 

 



 

Knowledge, 

skills and 

abilities 

Understanding of the Church of 

England’s structure and practice (or 

able to learn quickly). 

Excellent typing, office management and 

project skills 

 

Organised with a good eye for detail. 

Capable of delivering results to deadlines 

 

Willingness to take initiative and 

responsibility.  

 

 

 

 

 

 

 

 

 


