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Dear Candidate,

Thank you for your interest in applying for the post of Director of Schools’ Service in our Diocese. The 
post has become vacant due to the retirement of our current Director, after nearly 19 years in post.

We see our schools as key to the Mission of the Diocese. Though they are small in number they have an 
immense impact on the children and young people in our care, the staff, parents and the many parishes 
they serve. We are blessed with strong Catholic leadership across the Diocese and that is reflected in the 
success of our schools at many levels. Covid has restricted me, of course, but I always look forward to 
my visits to school and I am struck by the eagerness to proclaim the Gospel as well as pursue academic 
excellence. That balance is so important in a good Catholic school. Children and young people feel 
passionately about social justice and the environment, and their spirituality is refreshing and heartfelt.

Our Schools’ Team has always been ambitious and keen to grow and develop opportunities within 
our education mission. Success in securing a new VA school is a perfect example of this drive for 
improvement. They have the backing of myself and the Trustees and this will continue. However, this 
is a period of change within the Diocese. Not only is our Director of Schools’ retiring but her Deputy 
Director has secured a permanent post, as the CEO of one of our Trusts, from September. As a result, 
we are seeking to appoint a Director who can influence the shape of the team for the future, rather 
than simply appoint to the same positions. Our schools and their estate are in a secure place, but this 
is a splendid opportunity for someone who is ambitious and clear thinking to lead to the next stage of 
development and growth, while sustaining our zeal and success.

If the thought of joining our Team excites you, please submit an application. You are very welcome to 
visit us and you will find the contact details at the end of this pack.

Yours in Christ

Bishop Alan Hopes



What Can We Offer You?   
GREAT SCHOOLS

Two Multi Academy Trusts
St John the Baptist Trust – Currently 9 Primary schools and 1 High school with Sixth Form

Our Lady of Walsingham Trust – Currently 5 Primary schools and 1 High school with Sixth Form

Six Voluntary Aided schools

2 Interchurch schools (Joint Catholic and Anglican)

2 Independent schools

Most of our schools have Ofsted and Section 48 gradings of Good or Outstanding. We do not have any 
schools that are judged Inadequate.

New Voluntary Aided school opening in September 2022 – The only successful Catholic VA bid in the 
country.

New SEN unit attached to one of our primary schools opening in September 2022, in Bury St Edmunds, 
Suffolk. 

We recently saved an independent school from closure by transferring it to a diocesan VA school.

Our schools are spread across a wide geographical area: Norfolk, Suffolk, Cambridgeshire and Peter-
borough, and we enjoy positive relationships with our stakeholders in the Local Authorities, DfE and the 

Regional Schools’ Commisioner’s Office, and other dioceses.

Our schools have very diverse populations which bring great cultural and religious understanding.

We are blessed with excellent Catholic Leadership across the Diocese: Leaders who enjoy working 
together, sharing good practice and socialising through pilgrimage and retreat.

We are always open to innovation and further development.



GREAT DIOCESE
East Anglia is a great place to live and work. We have -

A supportive Bishop and Board of Trustees;
Trusts and schools that desire to work collaboratively;

A supportive Youth Service that integrates well with our schools;
Supportive Parishes that value Catholic Education.

Across the Diocese there are historic cities, rural beauty and a beautiful coastline. It is a part of the 
country that enjoys celebrating the arts, culture and heritage. Agriculture is important in the area but 
so, too, are centers of great scientific and technological innovation. It is truly an area of great diversity!

We have a beautiful Cathedral in Norwich where we enjoy celebrating as a Diocese.

The Schools’ team is small but highly professional. We currently have four members, a Director, Deputy 
Director, Assistant Director and Administrative support. While we each have particular skills and areas 
of responsibility, we also have the expertise to cover each other which makes the most effective use 
of our time. We share an office at Poringland, within the Curial Offices, in pleasant surroundings with 
ample parking.



GREAT OPPORTUNITIES 

We have a reputation within the Diocese for always being open to new ideas and innovation. The Schools’ 
Service is ripe for further development, but it is also in a very stable and strong position.

Our Diocesan aim is to have two Multi- Academy Trusts within the Diocese and we are currently nearing 
the end of that expansion. Our wish is to secure and sustain Catholic Education across the Diocese in a 
time of changing educational landscapes.

We are delighted with the progress our two MATs are making and with the reputation they have gener-
ated locally, regionally and nationally.

However, we need to be ever outward looking and open to new ideas and developments like all good 
educationalists.

If you wish to be a Director who wants to innovate, grow and make a 
difference, then East Anglia is where you want to be!



Job Description      Director of Schools’ Service – Diocese of East Anglia

As the post holder, we expect you to be one of East Anglia’s leading education system leaders. The 
Roman Catholic Diocese is very large geographically, small in the number of schools but immense in its 
influence and impact across the education sector. You will be a knowledgeable, enthusiastic communi-
cator with great people skills and a passion for education.

Under the authority of the Bishop, the Director of Schools’ Service provides strategic leadership and 
management for the education functions of the Diocese. Catholic Education is a core element of the 
Church’s mission and ministry, and the Director of Schools will support the Bishop’s strategic vision. 
They are required to ensure the education provided by every school is authentically Catholic and of an 
excellent standard for all those children and young people in our care.

Main Duties and Responsibilities 
Vision and Strategic Leadership

Ensure that the vision for Catholic Education is visible and active in all our educational organisations 
and is understood by all our staff and it supports the wider mission of the diocese. Specifically;-

To lead the development and implementation of education strategies, policies and plans in line with the 
directions of the Bishop and Trustees.
To promote the distinctive ethos of Catholic schools.
To create a network of partnerships with our Academy Trusts, schools, parishes and the Curia to develop 
and promote the education vision of the Diocese.
To secure, on behalf of the Bishop, appropriate oversight of Diocesan schools and Trusts.
To promote the value of the Catholic education sector: Engaging with external stakeholders including 
the Department for Education, the ESFA, the Regional Schools’ Commissioner and Ofsted. 
To ensure the effective and affordable organisation of the Diocesan Schools’ Service and the manage-
ment  of its operation, including the preparation and implementation of budgets.
To provide appropriate advice to the Diocesan Bishop as required.
To work effectively with the Catholic Education Service and other Diocesan colleagues and 
prepare directives, policies and guidance to support the implementation of the Bishop’s Vision 
including the use of appropriate CES policies and guidance.



Ensure that the Catholic Schools in the Diocese 
are seen as beacons of excellent practice, are well 
led and engage parents, carers and parishes in 
their work. Specifically;-

To ensure the delivery of high-quality Religious 
Education in schools.
To ensure the provision of, and support for, 
governing bodies and Trust boards, appropriate to 
Catholic schools.
To ensure the practice of the Catholic faith is 
fully embedded into the life of the school through 
prayer and liturgy.
To ensure curriculum content is congruous with 
Catholic teaching.
To ensure that Catholic Social Teaching is taught 
and modelled in school life.
To oversee the management of the educational 
estate and delivery of capital investment. 
To lead, on behalf of the Diocese, on place 
planning, reorganisation and academy strategy 
and ensure the notification and guidance on 
statutory changes to land, property, buildings and 
organisation relating to Catholic schools. 
To work with Trusts and schools to formally 
review and provide advice on Diocesan schools’ 
admission policies to ensure they are compliant 
with the admissions code.
To maintain an overview for schools and academies 
on LA committees, school place planning fora and 
other relevant bodies. 
To advise and monitor schools in their drive for 
continuous improvement.
To improve the overall leadership and management 
of Catholic schools in the Diocese by providing 
both effective support and appropriate challenge. 
To provide advice and guidance on all matters 
impacting on the formation and education of all 
those working in Catholic education across the 
Diocese.
To ensure that Canonical inspections are 
completed across all schools in a timely, profes-
sional and rigorous manner in order to ensure 
that the Bishop has sufficient information on his 
schools.
To support the recruitment and appointment of 
senior Catholic leaders in schools and Trusts, in 
accordance with the Bishops’ Memorandum.
To ensure that support is available for school and 
Trust leaders, where they are faced with difficul-
ties and where appropriate, signposting them to 
assistance.

School Organisation, 
Standards and Leadership

Confidentiality

General Clause

Ensure that the Diocesan Team is well managed 
and supported to provide excellent support to all 
our schools. Specifically;-

To lead and manage the Schools’ Service team, 
overseeing the work of staff. 
To implement Diocesan appraisal frameworks.
To ensure the effective management of the 
Schools’ Team resources and equipment.
To manage other functions that may be allocated 
to the Schools’ Team from time to time.
To contribute to overall work of the Diocese. 
Ensure that clear and timely reports are provided 
for the Diocesan Commissioners/Trustees as re-
quired.
Where necessary, attend, support and contribute 
to in-house and external training programmes to 
aid continuous individual development.
At all times act in a professional and appropriate 
manner and actively promote the ethos of the 
Diocese of East Anglia.
To undertake such other duties as may reasona-
bly be required of you that are commensurate with 
your level of responsibility and experience.
Provide timely and effective reports to enable the 
Schools’ Commission to work effectively.

During your employment, you may gain knowl-
edge of confidential matters, which may include 
personal and/or business-related issues. Such in-
formation must be considered strictly confidential 
and must not be discussed or disclosed. Failure to 
observe this confidentiality could lead to discipli-
nary action being taken against you.

This job description is not intended to be exhaus-
tive but to indicate the main responsibilities of the 
post and may be amended from time to time after 
consultation with the post holder. Any changes 
will be agreed in conjunction with the designated 
line manager.

Internal Management



Essential Desirable

Qualifications Educated to degree level 

Qualified teacher status or appropriate profes-
sional qualification/experience

Higher level management

Evidence of ongoing professional 
development especially relevant 
to Catholic Education cation 

Experience Substantial experience of working successfully at 
a senior level in education, including senior man-
agement responsibility within a school/academy, 
college or a local authority.

Management of a team at senior level

Experience and/or detailed 
knowledge of the academisation 
process

Experience of management in a 
diocesan, Multi Academy Trust 
or LA context

Project and change Management 
experience

Experience of educational
inspection (Ofsted and/or De-
nominational

Skills and 
Knowledge

Detailed understanding of educational matters

A sound working knowledge of the Catholic Faith

A sound knowledge of Religious education in 
schools

Ability to articulate a personal vision for Catholic 
education

Detailed understanding of Keeping Children Safe 
in Education 2021

Ability to generate school improvement and 
knowledge of the strategies and tactics to achieve 
this

Working knowledge of Civil Law as it relates to 
education

Financial literacy

Good IT literacy

An understanding of Diocesan 
structures

Familiarity with relevant
Canon Law

Working knowledge of Civil Law 
as it relates to the charity sector

Director of Schools’ Service - Person Specification
Essential Desirable

Qualifications Educated to degree level 

Qualified teacher status or appropriate profes-
sional qualification/experience

Higher level management

Evidence of ongoing professional 
development especially relevant 
to Catholic Education 

Experience Substantial experience of working successfully at 
a senior level in education, including senior man-
agement responsibility within a school/academy, 
college or a local authority.

Management of a team at senior level

Experience and/or detailed 
knowledge of the academisation 
process

Experience of management in a 
diocesan, Multi Academy Trust 
or LA context

Project and change Management 
experience

Experience of educational
inspection (Ofsted and/or De-
nominational)

Skills and 
Knowledge

Detailed understanding of educational matters

A sound working knowledge of the Catholic Faith

A sound knowledge of Religious education in 
schools

Ability to articulate a personal vision for Catholic 
education

Detailed understanding of Keeping Children Safe 
in Education 2021

Ability to generate school improvement and 
knowledge of the strategies and tactics to achieve 
this

Working knowledge of Civil Law as it relates to 
education

Financial literacy

Good IT literacy

An understanding of Diocesan 
structures

Familiarity with relevant
Canon Law

Working knowledge of Civil Law 
as it relates to the charity sector



Highly developed organisational,
strategic planning and administrative 
skills

Ability to prioritise and delegate

Excellent verbal and non-verbal 
communication skills

Personal
Attributes

A practising Catholic 

Excellent Leadership skills and the ability 
to build and maintain excellent relation-
ships

A team player who can work well with 
colleagues in the Diocesan Office, parish 
priests and local parishes

The ability to operate at a highly 
professional level in a range of contexts

Ability to appreciate and manage 
sensitive educational/diocesan matters

Ability to maintain confidential 
information

Willingness to work flexibly and outside 
of normal working hours, as required

Ability to work both collaboratively and 
independently

Qualified driver, own vehicle and be able 
to travel across the Diocese

Person Specification Continued
Highly developed organisational,
strategic planning and administrative 
skills

Ability to prioritise and delegate

Excellent verbal and non-verbal 
communication skills

Personal
Attributes

A practising Catholic 

Excellent Leadership skills and the ability 
to build and maintain excellent relation-
ships

A team player who can work well with 
colleagues in the Diocesan Office, parish 
priests and local parishes

The ability to operate at a highly 
professional level in a range of contexts

Ability to appreciate and manage 
sensitive educational/diocesan matters

Ability to maintain confidential 
information

Willingness to work flexibly and outside 
of normal working hours, as required

Ability to work both collaboratively and 
independently

Qualified driver, own vehicle and be able 
to travel across the Diocese



Job Details – Director of Schools’ Service

Location: Poringland, Norwich, plus travel across the Diocese

Line Manager: Chair of the Diocesan Schools’ Commission

Salary Range: £67,000 – £75,000

Hours: Full-time (35 hours per week) all year round. Some evening and weekend hours.

Holidays: 28 days per annum (plus bank holidays). Additional office closure between Christmas and 
New Year.

JOB PURPOSE: The key function of this role is to promote, lead and manage the Catholic educational 
mission of the Diocese. This is a Senior role within the Diocese and the postholder will work collab-
oratively with the Bishop, Commissioners and other senior managers within the Diocese to meet the 
requirements of the Bishop and Trustees.

How to Apply
If you wish to discuss this exciting post, or need any further information, then please arrange an in-
formal chat with our current Director, Julie O’Connor. To arrange this, please call Jane Delph on 01508 
495509 or email her at ssc@rcdea.org.uk

Visits to our Diocese, prior to application, are warmly welcomed.

If you wish to arrange a visit, please contact Jane Delph and return any completed applications to  her 
at the same address.

Closing Date: Noon 14th February 2022

Interviews: Friday 25th February 2022

the DIOCESE of
EAST ANGLIA

The White House, 21 Upgate, Poringland, 
Norwich, Norfolk, NR14 7SH, Tel: (01508) 492202

www.rcdea.org.uk


