
THE NORTHAMPTON ROMAN  
CATHOLIC DIOCESE TRUSTEE 

Role Profile  

Job Title: Director of Mission Northampton 

Responsible to:          Chief Operating Officer/Episcopal Vicar for Mission 

Location: Diocesan Office, Northampton 

Working Hours: 32 hours per week 

Salary: £38,750.00 per annum 
 

MAIN DUTIES 

Management Responsibilities 

1. Developing and managing the vision, strategic direction and day to day operations of Mission 
Northampton in accordance with the diocesan mission statement and Mission Northampton’s 
agreed aims and objectives. 

2. Hold managerial responsibility for the Mission Northampton team members and volunteers. 

3. Chair all Mission Northampton meetings, ensuring all agenda items are managed, action 
points recorded and delivered in a timely manner. 

4. Developing and managing the training of team members and volunteers. 

5. Financial management, including planning, producing and keeping to budgets (with the 
support of the finance office) and researching possible sources of funding (with the support 
of the Fundraising Officer). 

6. Compilation of all departmental reports for review by Diocesan trustees. This will include 
the production of a quarterly Key Brief. 

7. Building and managing all internal and external communications with other diocesan bodies 
in conjunction with the Diocesan Communications Director 

8. Build and maintain relationships with other groups, individuals and agencies working within 
evangelisation and catechesis, both within and outside the diocese. 

9. Make positive contributions to regional and national projects where appropriate. 

10. Line managing, coaching and mentoring all staff members. 

11. Managing workplace behaviours constructively. 

12. Evaluating work undertaken, reporting on progress to the Episcopal Vicar for Mission and the 
Chief Operating Officer.  

Diocesan Work 

13. Represent Mission Northampton as part of the Diocesan Senior Leadership Team 

14.  Coordinate the development of the diocesan vision for the evangelisation and discipleship  

15. Organising and developing relevant training events across the diocese. 

16. Co-ordinating and expanding the existing outreach projects undertaken by Mission 
Northampton. 

17. Co-ordinating the work of Mission Northampton with the work and plans of all other areas 
within the Prophet Vicariate to ensure the delivery of a coherent and effective Diocesan  
Mission plan 



18. Developing appropriate mission experiences and programmes to evangelise and to foster 
discipleship in pastoral areas and parishes, in liaison with the Prophet Vicariate of the 
diocese where appropriate.  

19. Ensuring that Mission Northampton is communicating effectively with its ever expanding 
network of contacts in conjunction with the Diocesan Communications plan 

20. Developing and managing formation and training programmes for parish-based local 
evangelistic initiatives. 

21. Supporting all other agreed diocesan programmes in conjunction with an agreed diocesan 
mission plan 

22. Hold managerial responsibility for all Mission Northampton projects and activities, ensuring 
agreed deadlines are met. 

General 

23. Manage reporting employees’ holiday and sickness absences through the HR Breathe system. 

24. Conduct yearly appraisals, managing outcomes and SMART objectives. 

25. Hold managerial responsibility for recruitment and on boarding of all new employees and 
volunteers. 

26. Undertake any other ad-hoc and reporting duties within your competency and relevant to 
your role. 

 

SPECIFIC SKILLS 
 
Essential 

1. Experience of managing a team effectively. 

2. Outstanding organisational skills. 

3. Effective problem-solving skills.  

4. Able to work collaboratively and creatively 
with a variety of people. 

5. Excellent communication skills, written, verbal 
and electronic.  

6. Experience of project leadership and 
management. 

7. Experience of event organisation. 

8. Full driving licence and use of own vehicle. 

Desirable 

1. Competency with Microsoft programmes 
and functionality. 

2. Working knowledge of the Catholic faith 
and environment. 

3. Appropriate competency in social media 
communications. 

4. Appropriate competency in IT. 

 

 

 

 

PERSONAL QUALITIES 

1. Sympathetic to the aims and objectives of the Catholic Church and ability to relate 
constructively to its clergy, lay members and their work.  

2. At ease with a broad range of people and the institution of the Church. 

3. A good sense of humour, flexible and adaptable. 

4. Self-motivated, able to take initiative, and has a generous ‘can do’ attitude. 

5. Creative and forward thinking. 
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