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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 
39,000. The Bishop of St Albans has overall responsibility 
for the Diocese. He is assisted by the suffragan bishops of 
Bedford and Hertford, the Archdeacons of Bedford, St Albans 
and Hertford, the Diocesan Secretary and the Dean. 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 175 Licensed 
[111 with PtO] Lay Readers. There are 136 Church Schools 
and Academies in the Diocese. 
 

Living God’s Love  

is the vision of the parishes, church schools and chaplaincies across Hertfordshire, 
Bedfordshire, Luton and Barnet. This Vision is grounded in our love of God and love of 
neighbour flowing from God’s love for us. Its three priorities are: 

going deeper into God  transforming communi es  making 

new disciples 

Using Mission Action Planning we are developing confident and outward looking mission and 
evangelism, leading to spiritual and numerical growth.  

 
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.   
 
They work in four main teams responsible to four 
separate bodies which report to the Bishop’s Council 
and are ultimately accountable to Diocesan Synod:-  
 

 The Board of Finance 
 The Board of Education 
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The Archdeaconry of Hertford 

 

The Archdeaconry of Hertford came into being on 1st January 1997 and was created from 
the eastern and southern part of the then very large Archdeaconry of St Albans. The 
Diocese thus now has three Archdeaconries, namely Bedford, Hertford and St Albans.  
 
The Archdeaconry’s western border roughly follows the north—south route of the A1M 
motorway. At it eastern extreme it meets Chelmsford Diocese at Hockerill and Sawbridge-
worth in the south, and borders Ely Diocese at Barley and Royston in the north.  
 
Hertford Archdeaconry has seven Deaneries: Barnet, Bishop’s Stortford, Buntingford, 
Cheshunt, Hertford & Ware, Stevenage and Welwyn Hatfield. There are 108 parishes in 
total, including some team ministries and Local Ecumenical Projects.  
 
The Archdeaconry contains several significant towns such as Stevenage, Hertford, Welwyn/
Hatfield, Royston, Cheshunt, Baldock, Hoddesdon and Bishop’s Stortford. The north east of 
the Archdeaconry has some deeply rural parts.  
 
The University of Hertfordshire, based at Hatfield, is a key institution with which the 
diocese has an excellent relationship. Several major companies, including GlaxoSmithKline 
and Tesco, are located in the area. Whilst London Stansted Airport is just in neighbouring 
Essex, its presence, not least as an employer, makes a significant impact on the area.  
 
The proximity and easy transport links to London make the Archdeaconry a prime commut-
ing region. Several significant new housing developments, notably at West Stevenage and 
in the High Wych area are posing both opportunities and challenges.  
 
St Albans Diocese lies just within the Eastern region for administrative purposes and there 
will be some collaboration with Archdeacons and other staff in the respective neighbouring 
dioceses and civic/governmental areas.  
 
The Archdeacon travels extensively throughout these Deaneries . 
 
The Archdeacon’s closest working colleague is the Suffragan Bishop of Hertford who lives 
and works in Knebworth. There is a close working relationship between the Archdeacon’s 
and the Suffragan Bishop’s office, the office of the Archdeacon of St Albans and also with 
the Bishop of St Albans’ office in Abbey Gate House. 
 
 
 
 
 
 
 



 

The Role of the Secretary/PA to the Archdeacon of Hertford 
 

ACCOUNTABLE TO : The Archdeacon of Hertford 
 
GENERAL NATURE AND PURPOSE OF THE JOB : 
 
To run the office of the Archdeacon of Hertford. The work involves regular contact with the 
Bishops and fellow Archdeacons and their PAs, Rural Deans and Lay Chairs, and with the 
parishes of the diocese, especially the clergy and churchwardens.  Much of the work is of 
a confidential nature and calls for discretion, tact, flexibility and sensitivity. 

 

TASKS OF THE JOB 
 
(i) Office of the Archdeacon of Hertford 

Run the office of the Archdeacon of Hertford 
Arrange the Archdeacon of Hertford’s diary and prepare the supporting paperwork 
Deal with telephone and email queries 
Handle routine correspondence 
Maintain office records  
Any other work reasonably requested by the Archdeacon 

 
(ii) Liaison with Churchwardens  

Maintain a database of Churchwardens’ details 
Prepare and despatch mailings to Churchwardens (usually three times p.a.) 
Organise annual Visitations, Inspections and Churchwardens’ Training sessions 
Assist with follow up action including analysing results of questionnaires and 
drafting reports 
 

(iii)  Work related to Clergy. 
Assist in the support of clergy in the Archdeaconry 
Assist in the advertising of vacant parochial posts, and in the appointment of clergy 
Assist in the organisation of Biannual Archdeaconry Study Days 

 
(iv)   Vacancy Procedures 

The Archdeacon’s Secretary is responsible for coordinating the vacancy process 
from initial notice of vacancy to the interview stage and beyond, both with senior 
staff and parishes. 
Dealing with enquiries from potential candidates for clergy posts.  

      
 
OFFICE SITUATION : 

Sensitivity to the Archdeacon’s family/home/garden 
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The Person Specification 
 

 
SKILLS AND QUALIFICATIONS 

 

Applicants are likely to have: 
 

 several years’ senior secretarial experience 
 
 An understanding of the practices and structures of the Church of England would 

be an advantage 
 

 Computer literacy in Microsoft Office is essential. 
 
 
 

In addition, applicants should have 
 

 The ability to work on their own initiative and be comfortable working alone 
 
 Empathetic and friendly manner on the telephone and in face-to-face 

conversations 
 
 Experience of using WordPress would be an advantage 
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Terms and Conditions  
 

 

Salary:  The post is offered on the Personal Secretary Scale (£18,019 - £21,182 pa — 
pro rata to 20 hours per week) and the starting salary will depend upon 
qualifications and experience.  Salary scales are reviewed each year in July.  

  

Pension:  There is currently a non-contributory pension scheme with the Church of 
England Pensions Board to which the Board makes a contribution of 25% of 
salary. 

  

Hours:  20 hours per week, Monday – Thursday, to be agreed with the Archdeacon of 
Hertford, preferably starting at 8.30am.  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 the full-time allowance of 22 working 
days plus the statutory Bank Holidays and the working days falling between 
Christmas and the New Year bank holiday.   

  

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. 

  

Office:  The person appointed will be required to work in the Archdeacon’s home in 
St Mary’s Lane, Hertingfordbury.  This is a large 1930’s house with a 
separate office, kitchenette and cloakroom facilities for the post holder.  

  

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 c.v. and the names and 
addresses of two referees to Mrs Sue Abood, Archdeacon of Bedford’s PA, 17 
Lansdowne Road, Luton, LU3 1EE   or email archdbedfpa@stalbans.anglican.org by 
Wednesday 15th February 2017.   

 

References may be taken up before interview.  Please indicate if anyone may not be 
approached at this stage.  

 

Interviews will be held at Hertingfordbury on 23rd February in the afternoon. 
 
 
 
 

 
 
 

 

 

 

 

 

 

 

 

Further information 
 
Information about the diocese can be found on http://www.stalbans.anglican.org/. 
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