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Introduction 

 

Following the retirement of the Venerable Paul Hughes as Archdeacon of 

Bedford on 31st December 2018, Canon Dave Middlebrook, currently 

vicar of St Luke’s Church, Watford, will take up the post on 1st April 

2019. 

 

 

 

 

 

 

 

 

Applications are invited for the post of Secretary / Personal Assistant to 

the Archdeacon of Bedford from the beginning of March 2019, or as soon 

as possible thereafter. 

 

There are three Archdeaconries in the Diocese of St Albans, The 

Archdeacons of Bedford, Hertford and St Albans who, with the Bishops, 

Dean and Diocesan Secretary, share the leadership of the mission of God 

in the Diocese. 
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The Archdeaconry of Bedford 

 

Bedford Archdeaconry has six Deaneries: Ampthill and Shefford, Bedford, 

Biggleswade, Dunstable, Luton and Sharnbrook. There are 150 parishes in 
total, including some team ministries and Local Ecumenical Projects.  

 
The Archdeaconry contains several significant towns such as Bedford, Luton, 
Biggleswade, Dunstable and Leighton Buzzard. Many areas are deeply rural. 

 
The proximity and easy transport links to London make the Archdeaconry a 

prime commuting region. Several significant new housing developments 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 Bedford 

who lives and works in Cardington. There is a close working relationship 
between the Archdeacon’s and the Suffragan Bishop’s office, the offices of the 

Archdeacons of St Albans and Hertford and also with the Bishop of St Albans’ 
office in Abbey Gate House. 
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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. 

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 £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 



 

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

 

ACCOUNTABLE TO : The Archdeacon of Bedford 

 

GENERAL NATURE AND PURPOSE OF THE JOB : 

 

To support the work of the Archdeacon in encouraging and enabling flourishing church 
growth primarily by ensuring the effective and efficient running of their office. 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 

 

Office of the Archdeacon of Bedford 

 Run the office of the Archdeacon of Bedford including dealing with telephone queries 

and handling routine correspondence 

 Find solutions in situations where the archdeacon is not available 

 Provide a welcome and hospitality to visitors  

 Organise and manage paper and electronic files and records 

 Generate reports and basic data analyses from the diocesan database (training will 

be provided) 

 Work with other diocesan staff to identify opportunities for sharing information and 

streamlining processes 

 Arrange the Archdeacon of Bedford’s diary and prepare supporting paperwork 

 Arrange meetings and where necessary attend to take notes 

 Follow up appointments and actions where needed 

 Any other work reasonably requested by the Archdeacon 
 

Liaison with Churchwardens  

 Maintain a database of Churchwardens’ details 

 Prepare and despatch mailings to Churchwardens (approx. three times a year) 

 Organise annual Visitations, Inspections and Churchwardens’ Training sessions 

 Assist with follow up action including analysing results of questionnaires and drafting 

reports 
 

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 

 Coordinate the vacancy process from initial notice of vacancy to the interview stage 

and beyond, both with senior staff and parishes. 

 Deal with enquiries from potential candidates for clergy posts.  
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The Person Specification 

 

 

SKILLS AND QUALIFICATIONS 

 

Applicants are likely to have: 

 

 Several years’ senior secretarial experience and be educated to A level or degree 

standard 
 
 An understanding of the practices and structures of the Church of England would be an 

advantage 

 

 Computer literacy in Microsoft Office is essential. Knowledge of Word Press would be 
an advantage 

 
 
 

In addition, applicants should have 
 

 The ability to work on their own initiative and be comfortable working alone 

 The ability, with appropriate training, of completing basic legal documentation related 

to the appointment of clergy 

 Experience of working with confidential and sensitive information 

 A track record of initiating and implementing improvements to processes 

 An empathetic and friendly manner on the telephone and in face-to-face conversations 
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Terms and Conditions  
 

 

Salary:  The post is offered on the Personal Secretary Scale (£18,655 - £21,930 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 

Bedford.  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 
Lansdowne Road, Luton.  This is a large 1920’s house with off street parking. 

It is important that the postholder is sensitive to the home and family 

environment.  

  

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 diocsecpa@stalbans.anglican.org  

 

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

approached at this stage.  

 

Closing date:   Friday 1 February 2019, 12 noon 

 

Interviews:    Tuesday 12 February 2019, in Luton 
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