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Introduction 

by the  Director of Ministry,  

The Rev’d Canon Dr Tim Bull 

 

 

 

Dear Applicant, 

 

Thank you for your interest in the post of 

Ministry Development Team Administrator.  

The Ministry Development Team plays a key 

role in the Diocesan strategy of Living God’s 

Love by equipping ordained and lay people to 

serve God in their local churches and beyond.  The post of Administrator 

offers scope for a person with initiative to have a significant impact 

through supporting and developing the work of the Team. 

If you have the skills and experience required I very much hope that 

you will make an application to join our team and look forward to 

hearing from you. 

If you have any queries about the post, please contact me -  

tel; 01727 818152 email: dom@stalbans.anglican.org. 

 

 
 
 
 

 
Tim Bull 
Director of Ministry 
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The Ministry Development Team 

 
The Ministry Development Team (MDT) is responsible for supporting the ministry of 

clergy, Readers and other lay people across the Diocese of St Albans.  

During term time, the MDT puts on a weekly training programme for Ordinands and 

trainee Readers. The team organises six events each year for curates and newly-licensed 

Readers, and a further approximately 15 one-off training events per year. In addition, the 

MDT administers, but does not deliver, the diocesan programme of safeguarding training. 

This includes the timely, careful and accurate recording of attendance, and the follow-up 

of those who fail to attend. 

The MDT also supports clergy and Readers. This includes organising regular reviews, 

administering personal training grants, and publicising events that are run by external 

training providers. 

The team currently consists of a full-time Director of Ministry – who also has wider 

oversight for matters related to ministry – a half-time Lay Ministry Officer, a half-time 

Initial Ministerial Education Officer, a half-time MMDR Administrator and the MDT 

Administrator. The team share an attractive and pleasant open plan office, and work in a 

focused, yet relaxed, environment.  

The MDT Administrator works alongside all the team members, as well as dealing 

regularly with the clergy and Readers of the diocese – usually by telephone or email. S/he 

also relates to other staff working in the Diocesan Office and particularly the Diocesan 

Safeguarding Adviser in relation to the safeguarding training programme. The MDT 

Administrator is line-managed by the Director of Ministry. 
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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, 210 

benefices, 400 churches, 328 stipendiary clergy, 48 

non-stipendiary clergy, 218 clergy with Permission to 

Officiate and 265 Lay Readers. There are 138 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.  

http://stalbansdioces.wpengine.com/wp-content/uploads/2014/06/county2.jpg
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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 £16.5m, 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, the Director of Finance, 

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 Councils, and a variety of groups and sub-committees 

which report to them. 

 

The Board of Education is responsible for the 138 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 



 

The Role of Ministry Development Team Administrator 

 
ACCOUNTABLE TO : Director of Ministry 

 

GENERAL NATURE AND PURPOSE OF THE JOB : 

 

The purpose of this role is to ensure that the work of the MDT is administered efficiently, 

and to work proactively to enhance the effectiveness of the team. 

 

TASKS OF THE JOB 

 

 

• management of training events – including liaising with venues regarding numbers, 

catering, room layout etc. and also taking bookings, handling payments and 

communicating with delegates; 

• maintaining accurate and up-to-date database records of attendance at events, 

especially safeguarding training; 

• publicising forthcoming events, for example by creating and distributing suitable flyers 

and emails; 

• processing grant claims relating to training events etc.; 

• administering the annual reviews for curates and Readers, and also the end-of-curacy 

formation and assessment process; 

• dealing with queries – by phone and email – concerning ministry-related matters; and 

maintaining the MDT web pages. 

• attending events – which may be away from the Diocesan Office – for administrative 

purposes such as registering delegates, serving refreshments, etc.; 

• providing secretarial services – including printing, photocopying, agenda preparation, 

minute-taking, etc.; 

• providing reception and post room cover as required; 

• assisting the Director of Ministry or the Diocesan Secretary in any other areas of the 

Diocesan Office’s work, as may be necessary. 
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The Person Specification 
 

 
SKILLS AND QUALIFICATIONS 

 

The person appointed will have: 

 

• a good level of education (the post would particularly suit a graduate or equivalent); 

• a proactive attitude, the confidence and reliability to work unsupervised, and the insight 

to anticipate the needs of the team; 

• good interpersonal skills and an aptitude for dealing courteously with people and their 

queries, on the telephone, by email and face to face; 

• an understanding and experience of event management; 

• an eye for detail and an ability to maintain accurate records; 

• an attractive and clear writing style; 

• good IT skills, including a thorough working knowledge of Microsoft Office; 

• experience of record keeping and analysis using a database; 

• a willingness to work flexibly including occasional evenings and weekends, and, if 

necessary, to travel to events across Hertfordshire and Bedfordshire; 

• sympathy with the aims and ethos of the Diocese of St Albans and the Church of 

England. 

 

It will be desirable to have: 

• several years’ experience in a secretarial role, good office skills and an understanding of 

simple bookkeeping; 

• a working knowledge of EventBrite and SurveyMonkey; 

• experience of creating and maintaining web pages;  
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Terms and Conditions  
 

 

Salary:  The post is offered on the Senior Personal Secretary Scale (£24,916 - £28,307 

pa - 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:  Between 28 and 32 hours per week, to be agreed with the Director of 

Ministry, within normal working hours of Monday to Friday, 9am to 5pm with 

an hour for lunch.  On occasions it will be necessary to attend meetings out of 

office hours, for which time off in lieu is given. No overtime is paid.   

  

Holidays: Annual leave entitlement is pro-rata to 22 working days plus the statutory 

Bank Holidays and the working days falling between Christmas and the New 

Year bank holiday, plus one day in November or December for Christmas 

shopping. 

  

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

during which it may be terminated in the first month by either party by one 

week’s notice, in the subsequent months by one month’s notice and thereafter 

by three months’ notice on either side.   

  

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

 

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

taking up the post. 

  

More detailed information on terms and conditions for members of the Board’s staff will 

be found in the Staff Handbook. The Diocese operates a no smoking policy for all staff. 
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How to apply for this position 

 

If you would like to apply for this post, please send a covering letter explaining how 

you meet the requirements, a C.V. and the names and addresses of two referees to  

 

The Diocesan Secretary 

Holywell Lodge 

41 Holywell Hill 

St Albans, Herts 

AL1 1HE  

 

or by e-mail to diosecpa@stalbans.anglican.org  

 

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

approached at this stage.  

 

Closing date:   Friday 24 January 2020, 12 noon 

 

Interviews:    Thursday 30 January 2020 
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