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Dear Applicant,
Thank you for your interest in the role of Head of Office of the CEO at Bible Society.

Bible Society is on a mission to change the conversation about the Bible in culture. We want to see the Bible
‘translated’ into every part of life and society and, excitingly, we are having more and more opportunities to
do this.

Global trends show that the world is becoming a less secular place. There is a growing spiritual openness
particularly in China and sub-Saharan Africa. But in recent years here in England and Wales, we are also
seeing a burgeoning spiritual openness with well over a quarter of the public actively seeking greater
meaning and purpose in their lives. The question is will they find the Bible as part of their search?

| am blessed to have an amazing leadership team that we have recently re-configured to be more
empowered, releasing me to take up more of the opportunities that are growing in both number and profile.
My Head of Office is a new role designed to help me maximise the impact of these opportunities in two
main ways: first by identifying and prioritising opportunities with the greatest potential, cultivating strategic
relationships and partnerships, and marshalling the talents of the team internally so that we are not only
responding to opportunities as they arise but actively shaping the environment in which we operate, and
secondly helping me proactively curate an effective external engagement programme to communicate my
core messages so that we can grow our missional impact in this season of openness.

This is a role that combines strategic acceleration and operational delivery. It will require skills in strategic
thinking, public engagement and messaging, relationship building, decision-making around opportunities and
project management.

Bible Society today combines the dynamism of innovation with the trust and tradition of a 222-year-old
organisation. Our history is full of major innovations, daring exploits and significant impact. This is the time to
join us if you want to be part of writing the next chapter...

Paul Williams
Chief Executive
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Vision and mission

Vision: We want to see a world where everyone trusts the Bible and encounters its life-giving power.

Mission: To invite people to discover the life-giving, transformative power of the Bible and how it
addresses the questions and hopes of our fragmented world. We want to mobilise, equip and empower a
transformative global movement to grow confidence in the Bible and change the conversation about the
Bible in culture.

What we do

Around the world, we're translating, producing and distributing the Bible, helping people learn to read it and
relate it to their everyday life, and equipping pastors, teachers and other Bible communicators to promote
its message. In England and Wales, we’re resourcing churches and individual believers to increase their
confidence in the Bible and working to change the perception of the Bible in wider culture. We believe the
Bible is God’s gift to the world, and we want everyone to discover its message for them.

Values and culture

We are committed to building on our unique culture, which is based on an open Christian faith and positive
management and seeks to bring out the best in our people.
We want to build a culture that demonstrates our values:

e Prayerful — we're honest, attentive and humble, because we work in the sight of God

e Imaginative — we’re experimental, creative and dynamic, because we’re made in the Creator’s image

Bold — we’re willing to work hard and face hard questions, because we trust each other

Skilful — we study, learn and practise, making the effort to serve others with our best

Joyful — we enjoy our work and seek to build others up, because we’re designed to flourish together
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How beautiful on
the mountains are

the feet of those who
bring good news...

ISAIAH 52.7A (NIV)




Summary of Role

The Head of Office serves as a trusted strategic partner
to the CEO, helping drive the shift in the CEOQ’s role

to be more externally facing and ensuring that the
CEO’s external voice is purposeful, well-positioned and
impactful and helping the CEO respond to emerging
trends and innovation opportunities. The result will be a
greater realisation of Bible Society’s strategic vision.

This will be achieved through strategic insight, cultivation
and stewardship of key stakeholder relationships, public
advocacy and carefully curated external engagements.
The role will work across functions interfacing at
Director level, coordinating impact, communications,
PR, digital and legal resources to ensure consistent
messaging, high-quality preparation, and seamless
execution of the CEQO’s external engagements. The

role will have responsibility for ensuring that the CEQ’s
external initiatives are well integrated into the wider
organisation’s workflow in ways that support and
enhance the strategic framework and elevating planned
activities to have even greater impact.

It will require a good grasp of the strategic environment
and Bible Society’s posture, values and agency within it,
and a confidence with potentially controversial public
communications.

External Engagement and Representation

e Partner closely with the CEO and Director of
Communications and Marketing to shape and deliver
a high-impact external engagement strategy that
advances strategic vision and strengthens influence

* |dentify, prioritise, and curate speaking opportunities
and external engagements that align with the
organisation’s mission, ensuring a thoughtful and
strategic use of the CEQ’s voice and platform

e QOversee, in partnership with the Head of
Communications, the full lifecycle of external
representation—including media engagements,
public forums, and key partnership events—ensuring
cohesion, clarity, and excellence in execution

e Cultivate and steward relationships with high-profile
stakeholders, partners, and event organisers, acting as
a trusted interface to ensure the CEQ’s engagement
is purposeful, well-positioned, and reflective of
organisational values




Strategic Alignment and Influence

Monitor the external landscape to identify emerging opportunities, risks, and partnerships, offering insight
and recommendations to the CEO and Executive Team

Act as a trusted advisor, bringing a solutions-focused and forward-looking approach to navigating complex
stakeholder environments and enhancing the CEQ’s external impact

Ensure all external engagement activity is underpinned by appropriate governance, risk awareness, and
legal considerations, balancing opportunity with organisational stewardship

Strategic Coordination and Integration

Serve as a central point of strategic coordination and integration between the CEQ, internal teams and
external partners, anticipating needs, resolving challenges proactively, and ensuring seamless delivery of
all supporting materials and logistics. This includes, with support from the Head of Communications and
their team:

the development of high-quality speeches, briefings, and presentations that are strategically aligned
equip the CEO to communicate with clarity, influence, and confidence in diverse settings

the amplification of the CEQ’s voice across media and digital channels, maximising reach, engagement,
and reputational impact

Work in close collaboration with the Executive Assistant to strategically manage and optimise the CEQ’s
schedule, ensuring external commitments are aligned to priority outcomes and organisational impact

General

e Adhere to our policies and standards in all areas of your work

Carry out ad hoc duties that may be required to ensure we maintain our effectiveness

Participate fully in the corporate life of Bible Society, by attending All Staff Meetings and departmental
meetings as required




Who We Need
Essential skills and experience

e Strong understanding of public engagement, social media and digital communications with proven
experience in senior leadership support and coordination

e Strong organisational and project management skills with the ability to manage multiple priorities
¢ Excellent communication and interpersonal skills, capable of engaging with diverse stakeholders

e Ability to prepare and lead devotions

» Experience in event preparation, speech preparation, media relations/PR, and public affairs

* Ability to work collaboratively across functions and influence without direct authority

e High level of discretion and professionalism

e Strong strategic thinking, with the ability to connect immediate priorities to longer-term organisational
opportunities, risks and impact

e Ability to interpret emerging trends

Disposition
This role has an occupational requirement for the post holder to be a Committed and Practising Christian,
who is also committed to the aims and values of Bible Society.

Desirable
¢ Working experience in faith-based or mission-driven organisations

e Familiarity with governance and legal compliance in a charitable or non-profit context

Personal attributes

e Strategic thinker with a proactive approach to problem-solving
¢ Highly adaptable and resilient under pressure

e Committed to the organisation’s mission and values

¢ Diplomatic, with strong relationship-building skills



Working Conditions

e This role may require national and international travel

e Flexibility in working hours to accommodate CEO schedule and external engagements

Culture

We're committed to building on our unique culture, which is based on our Christian faith and seeks to bring
out the best in our people.

We want to build a culture that demonstrates our values: prayerful, imaginative, bold, skilful, joyful —
see page 4.

Character

As well as recruiting for talent, experience and expertise, we're interested in the character of our staff. We'd
like to know how you demonstrate the following:

Character for leadership — you’'ll be self-aware and know what it takes to connect well with others, enabling
you to inspire, challenge and support them.

Character for teamwork — you’ll have strong interpersonal skills, loyalty to and respect for colleagues, and a
collaborative style of solving problems through a shared sense of common mission and purpose.

Character for followership — you’ll be committed to our vision and mission, and will constructively and
proactively support these so we operate effectively.
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Terms and conditions

Location: Bible Society will carefully consider
flexible working patterns where possible, though
regular physical presence at our Swindon head
office will be necessary.

Hours: Full-time- 37.5 hours a week. Some
weekend working and availability at other
locations and outside of normal working hours
will be required.

Salary: £51,734—£56,340 per annum,
depending on experience.

Holiday: 27 days, increasing to 28 days after two
years of service plus all Bank Holidays. Three days
of holiday have to be taken at Christmas and two at
Easter as we close our offices over these periods.

Statement of faith

Bible Society does not require formal adherence to a
particular statement of faith but does expect all staff
to operate within the expectation of the generous

orthodoxy at the heart of our organisational culture.

How to apply

Bible Society is working with Macaulay Search to
make this appointment. Applications should be sent
by email to anita.motha@macaulaysearch.com

The closing date for applications is 31 August. Your
application should comprise:

e Afull CVincluding a full employment history
showing responsibilities held and relevant
achievements

¢ A covering note of not more than one and a
half pages summarising your motivation and
describing how the Bible has shaped your life
and leadership

The process

A selection of candidates will be invited to a first
interview via MS Teams in w/c 7 September. A
second round of in-person interviews is planned
for w/c 14 September. You can expect to hear
from Macaulay Search if you have been invited for
interview by 4 September.
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