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Introduction 
By the Diocesan Secretary, Susan Pope

Thank you for your interest in the post of
Team Secretary, Church Buildings, which becomes
vacant on the promotion of the current postholder.

If you are interested in church buildings, have good interpersonal 
skills and can provide first-class secretarial and administrative 
support to a small but busy team, this might be the post for 
you. We are looking for someone who will support the Diocesan 
Advisory Committee, so experience of working with committees and 
using databases would be an advantage.

You would be part of a small friendly team who would support you in 
getting to know the details of this varied and interesting role.

If you have any queries about this post, please contact the Pastoral
& Advisory Secretary, Emma Critchley –

ecritchley@stalbans.anglican.org.

Diocesan Secretary
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Please also visit our website at 
www.stalbans.anglican.org.
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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, 400 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 Diocese of St Albans 

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 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 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 Mission and Pastoral Committee Executive Committee exercises
the casework and policy development functions of the DMPC on
behalf of the Bishop’s Council. It works in consultation with the
Archdeacons and the Church Commissioners, to make appropriate
legal provision for amendments to the structure of parishes and
benefices and the deployment of ministerial resources to support the
diocesan vision. Proposals may involve sharing clergy, parishes
working more closely together or moving parish boundaries.

The Pastoral Team carry out consultations on draft proposals for
pastoral re-organisation with interested parties, as required by the
Mission and Pastoral Measure 2011, answering queries, tracking
progress of proposals, publishing draft Pastoral Schemes and Orders
and circulating completed Schemes and Orders to interested parties.

The work of the Pastoral Team includes specific areas of work dealing
with provision for mission and ministry in new housing
developments; determining the future of closed churches; and
administering the legal process for appointments.

The Pastoral and Advisory Secretary is the DAC Secretary, the
Secretary to the DMPC and Team Leader.

The Diocesan Advisory Committee for the Care of Churches (DAC) is
a committee of voluntary experts, supported by the DAC Team within
the Diocesan Office. The DAC supports and advises local churches,
formally and informally, on applications from parish officers for
permission to carry out works to maintain, repair and develop their
church buildings and churchyards, to support the role of churches as
centres of worship and mission in their communities. The DAC
provides technical advice on a huge range of matters including
repairs, historic artefacts and new heating to support Net Zero
Carbon. It also offers advice and encouragement to parishes seeking
to make internal changes to church buildings or provide new facilities
to meet community and worship needs, improve accessibility,
develop children’s work or support the longer-term use and
sustainability of the church.

There are around 380 places of worship across the area of the
Diocese (Hertfordshire, Bedfordshire including Luton, and part of the
London Borough of Barnet). Many churches are historic and their
significance is recognised by national Listed Building status. Every
place of worship has a local worshipping community which seeks to
care for its building as a local centre of worship and mission. The
DAC considers around 400 cases every year and the DAC Team
advise informally on many more matters in response to individual
enquiries.

The Diocesan Advisory Committee and Mission and 
Pastoral Committee and their work



The Role of the Part Time Team Secretary – Church Buildings

RESPONSIBLE TO:

The Pastoral & Advisory Secretary

OVERVIEW:

To support the work of the DAC Team, particularly the Pastoral and
Advisory Secretary, in encouraging and enabling parishes to make their
church buildings open, welcoming and fit for purpose as local centres of
worship and mission. The post holder will work closely with the DAC and
Pastoral Team, the full-time Historic Church Buildings Support Officer, the
Pastoral and Advisory Officer and the Pastoral and Synodical Officer. The
work involves regular contact with the senior area clergy, the diocese’s
legal advisors (based in London) and with the parishes of the Diocese,
especially the clergy and volunteer officers such as churchwardens and
PCC secretaries. The post requires understanding, tact, flexibility and
sensitivity in dealing with clergy, parish officers/volunteers and members
of the public.

The work is interesting and varied. The successful applicant will be
administering the diocesan on-line DAC applications portal and carrying
out secretarial and administrative work; he or she will also be a main
contact with the parishes and their professional advisers in the exchange
of information and to arrange Committee visits of which there are
approximately 60 a year.

MAIN TASKS:

Office of the Pastoral and Advisory Secretary

• Run the office of the Pastoral and Advisory Secretary and wider 
Team, including dealing with telephone queries, handling routine 
correspondence and maintaining the Pastoral & Advisory 
Secretary’s calendar

• Find solutions in situations where the Pastoral & Advisory Secretary 
is not available

• Develop an understanding of the Church of England’s system of 
permissions (known as faculties) for works to church buildings and 
churchyards, in order to respond to routine enquiries

• Administer the on-line DAC applications portal in conjunction with 
the Pastoral and Advisory Secretary and Officer (training will be 
given)

• Liaise with DAC members, parishes, architects and surveyors, 
officials from Historic England and Council Planning Departments to 
set up site visits 

• Maintain parish records and generate reports and basic data 
analyses from the diocesan database 



The Role of the Team Secretary, continued …

• Work with other diocesan staff to update the database to take 
account of pastoral schemes, Clergy vacancy processes etc.

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

• Administer the system of professional Quinquennial Inspections of 
church buildings, including maintaining records; contacting parishes 
and issuing reminders

• Maintain and update lists of DAC members, architects and surveyors
• Produce and distribute DAC Advice leaflets 
• Be responsible for updating and developing the DAC section of the 

Diocesan website
• Support training events run by the Department for parishes and 

professional advisers
• Attend appropriate training, including on developments in systems 

necessary for the role, as well as more general topics relating to 
church buildings 

DAC Committee Work

• Assist with the preparation of agendas and papers (6 meetings per 
year) using the diocesan case management system, and for other 
ad hoc or working groups as necessary.  Provide practical support in 
terms of catering arrangements and assisting in the setting up of 
the meeting venue

• Assist with follow up action

Closed Churches Uses Committee

• Assist in the drafting of agendas and background papers for 
presentation to the Committee. The Committee reports to the Diocesan 
Mission and Pastoral Committee and the Diocesan Board of Finance via 
its General Committee but has separate membership and normally 
meets twice a year in the afternoon following a DAC meeting.

Miscellaneous

• Assist the Pastoral and Advisory Secretary and the Diocesan Secretary in 
any other areas of the Diocesan Office’s work, as may be necessary. 

• Provide reception & post room cover as required
• Provide support for Archdeacons’ Visitations (approx 3 events per year 

on evenings in May-early July) to help promote the work of the DAC.
• Oversee the purchase of stationery supplies and office furniture to meet 

the needs of staff and ensuring the diocese achieves value for money.



The Person Specification

The successful applicant is likely to have:

• Several years’ senior secretarial experience or be educated to 
degree level or equivalent 

• An understanding of the practices and structures of the Church of 
England 

• Computer literacy in Microsoft Office is essential. Experience in 
using case management systems would be an advantage

• An interest in historic buildings 

• The ability to work on their own initiative with limited supervision, 
including managing workload priorities, drafting correspondence 
and dealing with queries in the absence of the Pastoral and Advisory 
Secretary

• The ability, with appropriate training, to deal with the legal 
documentation and processes involved in the faculty system of 
permissions

• The ability to produce accurate documentation of good quality and 
in a timely manner

• A track record of initiating and implementing improvements to 
processes 

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

• It is not expected that candidates will have experience in all
aspects of the job: training, advice and support will be
available.



Terms and Conditions

Status: The Team Secretary – Church Buildings will be an employee of
the St Albans Diocesan Board of Finance.

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: This is a part time position of 25 hours per week with working
hours as agreed with the Pastoral & Advisory Secretary, as line
manager. Normal office working hours are 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.

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

Ongoing Development: The Diocese of St Albans takes its
commitment to ongoing development of staff very
seriously. The Team Secretary 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, Wednesday 15th September 2021

Interviews: Monday 27th September, in St Albans
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