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Dear Applicant, 

 

Thank you for your interest in the post of part time 

Accounts Assistant. 

The Finance Team administers the finances of the 

Diocese under the auspices of the Board of Finance (a 

company limited by guarantee and registered charity) in 

accordance with Diocesan policy and also with the fiscal 

and financial obligations set by external regulatory 

bodies. 

The Finance Team’s work includes: 

 Overseeing the Parish Share scheme, generating contributions from 

parishes of around £13m to the Diocesan Common Fund. 

 Assisting the Estates Team with financial matters relating to parsonage 

houses and corporate properties. 

 Assisting colleagues involved in clergy support and training, parish 

mission and ministry, and church schools with financial administration 

and planning. 

 Administering the Board’s endowment fund investments (valued at 

£68m). 

 Administering the investments held by the Board as Custodian Trustee 

for parochial trust funds. 

If you have any queries about this post, please contact me, on 01727 

818133, or by e-mail to mbishop@stalbans.anglican.org. 

 

 

Martin Bishop 

Financial Secretary 

Introduction  

By the Financial Secretary, Martin Bishop 
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The Diocese of St Albans       

 

   

Since 2011, the Diocese of St Albans has had a clear vision of   Living God’s Love  with three 

priorities: 

going deeper into God  transforming communities  making new disciples 

This vision flows from God’s love for us, and is expressed in our love for God and our 

neighbours. These themes are well understood across the Diocese and were given a fresh 

endorsement following a year-long ‘listening exercise’ which took place in 2016-17. Through 

Living God’s Love we are seeking spiritual and numerical growth across our parishes, 

benefices, schools and chaplaincies. In fact, all our activities, from recruitment and 

selection, to clergy and Reader review, are increasingly focused towards growth. 

 

The Diocese of St Albans consists of the counties of 

Hertfordshire and Bedfordshire and part of the London 

Borough of Barnet. The population is approximately 1.8 

million, and the total electoral roll number is         

approximately 32,000. The Bishop of St Albans has 

overall responsibility for the Diocese. He is assisted by 

two suffragan bishops, the Bishop of Bedford and the  

Bishop of Hertford, who in turn are assisted by the 

Archdeacons of St Albans, Bedford and Hertford. There 

are twenty deaneries and the Diocese has 336 

parishes, of which about one third are rural, 201 

benefices, 400 churches, 269 stipendiary clergy, 60 

non-stipendiary clergy, 232 clergy with Permission to 

Officiate and 264 Lay Readers. There are 136 Church 

Schools and Academies in the Diocese. 

 

The Diocesan Synod is the elected decision-making body of the diocese and the Bishop’s 

Council as the Standing Committee of the Synod has a key role in formulating diocesan 

policy.  The statutory work of the Church and support to the parishes is provided by the 

staff of the Diocesan office, located in Holywell Lodge in St Albans.  There is a strong 

Christian ethos within the office; for example, there is a monthly staff Eucharist. However, 

there is no expectation that all staff will necessarily be practising Christians. 
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The Diocese of St Albans       

 

The work of the staff is overseen by three Boards: 

 

The Board of Finance is responsible for formulating the diocesan budget, which is 

currently about £15m, and for managing clergy housing, investments and overseeing 

parochial trusts, the combined value of which is about £160m. The lead officer of the Board, 

who has overall responsibility for the staff of the Diocesan Office, is the Diocesan 

Secretary. The administrative team which supports the work of the Board is organised into 

three major departments, each of which is headed by an Assistant Secretary, the Financial 

Secretary, the Estates Secretary and the Pastoral & Advisory Secretary. The staff of the 

administrative team are in regular contact with, and provide support to, other Diocesan 

Officers involved with the work of the other Boards and Council, and a variety of groups and 

sub-committees which report to them. 

 

The Board of Education is responsible for the 136 church schools and academies. The 
Diocese covers five local authorities. The majority of these schools and academies are 

located in Bedford Borough, Central Bedfordshire and Hertfordshire, with one in Luton and 
two in the London Borough of Barnet. The staff of the board include the Diocesan Director 
of Education, Deputy Director of Education and RE Adviser who work closely with church 

schools in the Diocese. 
 

Both the Board of Finance and the Board of Education are statutory bodies. The Board of 

Finance is the main employer of lay staff and is a limited company and registered charity. 

The Board of Education is accountable to Diocesan Synod. 

 

The Board for Mission and Ministry is responsible for the development and learning of 

ministry teams within the Diocese and the mission of the Church in wider society. Within the 

Board’s remit, there are two departments, led by the Director of Mission and the Director 

of Ministry.  

 
 
 
 
 
 
 
 
 
 
 
 
                    

                      
The Diocesan Office staff, with the Archbishop of Canterbury 2015 
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The Role of the Accounts Assistant 

 

RESPONSIBLE TO: 

Financial Secretary 

 

KEY RELATIONSHIPS: 

Finance Manager (day to day duties) 

Suppliers’ Accounts Receivable departments  

 

RESPONSIBILITIES: 

 Maintaining receipts Cash Book and posting to General and Sales Ledger 

  Receipts by cheque and credit transfers 

  Recording Direct Debits and standing orders for payments and collections 

 

 Posting General Ledger month-end journals, in conjunction with the Finance Manager 

 

 Maintaining Payments Ledger, including weekly payment batches 

  

 Liaising with Diocesan Director of Ordinands (DDO) to arrange new Standing Orders for 
Ordinands in training. Make any necessary adjustments through the year as instructed 

by the DDO                

 

 Input of clergy pay costs into spreadsheets for calculating recharges and nominal 

ledger analysis 

 

 Monitoring outstanding recharge invoices and following up as necessary 
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The Person Specification 

 

The successful applicant will have: 

 

 Been educated to A-Level or equivalent, and have attained, or be studying for, AAT 

Level 2 Certificate in Accounting, or similar 

 General computer literacy as a minimum requirement.  Familiarity with Microsoft Office 

would be desirable, as would familiarity with using MS Internet Explorer or similar, 

although training will be given where required  

 A high standard of numeracy and literacy, and attention to detail 

 Good organisational skills and the ability to work to deadlines 

 The ability to use initiative and approach tasks with a questioning mind 

 A professional and sympathetic telephone manner 

 A flexible approach to duties with a willingness to share responsibilities with colleagues 

as workloads fluctuate 
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Terms and Conditions 

 

Office:  The post is based at the Diocesan Office, Holywell Lodge in St Albans.   

 

Term: The appointment will be based upon a probationary period of three months during 

which it may be terminated by either party by one week’s notice, and thereafter by three 

months’ notice on either side.   

 

Salary: The post is offered on the Senior Personal Secretary scale (£24,427 - £27,752 pro-

rata) and the starting salary will depend upon qualifications and experience.   Salary scales 

are reviewed each year in July. 

 

Pension: The successful applicant will be enrolled in a pension with the Church of England 

Pensions Board, to which the Board contributes 25% of salary. 

 

Hours: 20 hours per week by agreement within normal office hours of 9am—5pm.  Time off 

in lieu is given for any additional hours worked.   No overtime is paid. 

 

Holidays: Annual leave entitlement is 22 working days plus statutory Bank Holidays and the 

working days falling between Christmas and New Year bank holiday and one day in 

November or December for Christmas shopping.  

 

The successful applicant will need to provide proof of right to work in the UK before taking 

up the post.  

 

More detailed information on terms and conditions for diocesan staff can be found in the 

Staff Handbook.  
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How to apply for this position 

 

To apply for this post, please send a c.v., a covering letter explaining how you meet the 

requirements, and the names and addresses of two referees to  

 

The Diocesan Secretary 

Holywell Lodge,  
41 Holywell Hill 

St Albans 
AL1 1HE 

 

or via email: diosecpa@stalbans.anglican.org 

 

References may be taken up before interview.  Please indicate if anyone may not be 

approached at this stage.  

 

 

 

Closing date:   23 January 2019, 12 noon 

 

Interviews:    1 February 2019 in St Albans 
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