APPOINTMENT PACK
RECEPTIONIST / DATABASE
ADMINISTRATOR
Full Time
July 2021

Introduction

By the Diocesan Secretary, Susan Pope
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Thank you for your interest in the post of Receptionist / Data Base
Administrator.
We are looking for an experienced receptionist with good secretarial skills
to run our busy reception area. Together with our part time receptionist
you will provide a professional welcome to visitors to the office as well as
dealing with telephone queries. Alongside other staff you will also have a
key role in updating our database and ensuring data protection
permissions are obtained.
If you have any queries about this post, please contact my PA, Ruth Carl,
on 01727 818131, or by e-mail to: diosecpa@stalbans.anglican.org.

Diocesan Secretary

The Diocese of St Albans
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 340
parishes, of which about one third are rural, 210 benefices, 380 churches, 257 stipendiary
clergy, 44 non-stipendiary clergy, 223 clergy with Permission to Officiate and 248 Lay
Readers. There are 138 Church Schools and Academies in the Diocese.
The Diocesan Synod is the elected decisionmaking 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.
The Diocese of St Albans has a clear vision of Living God’s Love with three
priorities: Going Deeper into God; Transforming Communities and Making New
Disciples, and doing so with:

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 £16m, 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
headed by 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 Council, 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 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 Board is led by the Diocesan Director of
Education.
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 Ministry and the Director of Vocations.

The Diocesan Office staff, with the
Archbishop of Canterbury 2015

The Role of the Receptionist / Data Base Administrator
RESPONSIBLE TO:
The Diocesan Secretary
OVERVIEW:
As well as being the place of work of many Diocesan staff,
Holywell Lodge is the location for a large number of Diocesan
meetings and training events. Our reception staff are key to
ensuring that visitors are made welcome. Our database holds
the details of our clergy, parish volunteers and committee
members as well as statistical returns and annual accounts from
parishes. It is key to efficient communication and
administration in all areas of our work.
The post involves 3 main areas of work:(i) Reception duties (shared with a part-time receptionist)
(ii) Database Administration
(iii) General office assistance

MAIN DUTIES:
(i) Reception Duties
•
Ensure those calling in person or by telephone are welcomed
and receive the help they require
•
Answer the telephone and redirect calls to the appropriate
person.
•
Meet and greet visitors and direct to the relevant place
•
Assist in maintaining bookings for the Boardroom and main
meeting rooms
•
Frank outgoing post
•
Deliver post to nearby offices three times a week
•
Process incoming post and enter cheques received on a
database
•
Ensure the reception area is maintained in a tidy condition
with up-to-date displays of information
•
Assist with the provision of refreshments for meetings
•
Monitor the car park and reserve spaces as necessary

The Role, continued …
(ii)
•
•
•
•
•
•
•

Database Administration
Update the database with details of forthcoming vacancies
/ appointments of clergy
Update the database with amendments to parish volunteer
details as notified
Check the weekly listing of database amendments made
by parishes and clarify / request GDPR confirmations etc.
as necessary
Update the National Clergy Database to ensure that this
reflects information in tandem with our own database
Regularly check and flag for removal database entries with
no current or future parish role
Upload parish accounts and statistical returns
Any other reasonable task requested by the IT Officer

(iii) General office assistance
•
•
•
•
•

The Person Specification

Photocopying and document production
Photocopier management (refilling of consumables/liaison
with engineers)
Organising and assisting with large mailings
Collating documents into Parish Giving Folders
Any other reasonable task requested by the Diocesan
Secretary

The successful applicant is likely to be educated to A level or
equivalent and will have:
•
•
•
•
•
•
•

A pleasant and professional manner and appearance
Good IT skills with experience of Microsoft Office
Accurate data entry skills
A polite and courteous telephone manner
The ability to deliver clear and accurate information both
verbally and in writing
A flexible and reliable approach to their work
Sympathy with the aims and ethos of the diocese and the
Church of England

Terms and Conditions
Status:

The Receptionist / Database Administrator will be an employee of
the St Albans Diocesan Board of Finance.

Salary:

The post is offered on the Personal Secretary Scale (£19,028 £22,369 pa) 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:

This is a full time position of 35 hours per week. Normal office
working hours are Monday to Friday, 9am to 5pm with an hour
for lunch. If it should be necessary to work outside these hours
time off in lieu is given. No overtime is paid.

Holidays: Annual leave entitlement is 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.
Place of Work: 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 in the
first month by either party by one week’s notice, and
thereafter by one month’s notice on either side.

Ongoing Development:
The Diocese of St Albans takes its
commitment to ongoing development of staff very
seriously. The Receptionst / Database Administrator will
participate in an annual iMAP (individual Mission Action
Plan) review which will help highlight learning and training
requirements.
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.

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:

12 noon, Friday 30 July 2021

Interviews:

9 August 2021

