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Dear Applicant, 

 

Thank you for your interest in the role of Director of 

Finance. 

 

This is a key role ensuring the financial resources of 

the diocese are managed effectively and efficiently to 

support the Diocesan vision of Living God’s Love. 

 

Applicants should be qualified accountants with the 

skills and experience to manage the finances of a 

company limited by guarantee and a charity with 

assets of over £160m, and a turnover of c. £16m.  

You will need to be sympathetic to the vision and values of the Church of 

England in St Albans Diocese, with the inter-personal skills to work with a 

wide range of people including clergy, volunteers, professional advisers and 

trustees. 

 

If you have any queries about the post, please contact me via my PA, Ruth 

Carl on 01727 818131, or by e-mail to diosecpa@stalbans.anglican.org. 

 

Introduction  

By the Diocesan Secretary, Susan Pope 
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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 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 

338 parishes, of which about one third are rural, 

210 benefices, 415 churches, 299 stipendiary 

clergy, 50 non-stipendiary clergy, 226 clergy with 

Permission to Officiate and 145 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 communities  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 three separate bodies which report to the Bishop’s Council and are ultimately 

accountable to Diocesan Synod: 

 
The Board of Finance is the main employer of lay staff and is a limited company and 

registered charity.  The Board 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. 
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The Diocese of St Albans, continued ...       

 

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, Finance, Estates and Pastoral & Advisory.   

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 also a statutory body accountable to Diocesan Synod.  Its staff 
include the Diocesan Director of Education, two Deputy Directors of Education and the RE & 

Christian Ethos Adviser who work closely with church schools in the diocese. The Diocese 
covers five local authorities, with the majority of the 135 church schools and academies 
located in Bedford Borough, Central Bedfordshire and Hertfordshire, with one in Luton and 

two in the London Borough of Barnet.  
 

 
The Board for Mission and Ministry is responsible the development and learning of 
ministry teams within the Diocese and the mission of the Church in wider society. There are 

two teams, led by the Director of Mission and the Director of Ministry.  
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

         The Diocesan Office staff, with Archbishop of Canterbury 2015  
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The Finance Team  

 

The Finance Team is responsible to the Diocesan Board of Finance (DBF) for the 

management of the finances of the Diocese, in accordance with Diocesan policy and also 

within the compliance obligations set by external regulatory bodies such as HMRC, 

Companies House and the Charity Commission. 

The work includes: 

 overseeing the Parish Share scheme, generating contributions of over £13m to the 

Diocesan Common Fund 

 assisting the Estates Team with financial matters relating to the sale, acquisition and 

maintenance of Parsonage Houses and Corporate Properties ( valued at £89m) 

 administering the Board’s Endowment Fund investments (valued at £61m) 

 administering the investments held by the Board as Custodian Trustee for parochial 

trust funds 

 handling enquiries from parishes on matters such as Parish Share calculation, PCC 

Charity Registration and Charities SORP (accounting) compliance 

 assisting the Church Schools Team with cash flow management of school buildings 

projects 

 financial planning in support of diocesan strategic planning or project development 

 Managing the finances of St Albans Diocesan Property Company, a wholly owned 

subsidiary company of the DBF. 
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The Role of Director of Finance  

 

ACCOUNTABLE TO: The Diocesan Secretary 
 
RESPONSIBLE FOR:   The Finance Manager and through him the Assistant Accountant 

and two Accounts Assistants 

     The IT Officer and through him the Website and IT Support Officer  

 
GENERAL NATURE AND PURPOSE OF THE JOB: 
 

The effective and efficient management of the financial resources of the Diocese in support 
of its vision of Living God’s Love. Reporting to the Diocesan Secretary, this role 

encompasses all aspects of financial management, including reporting to stakeholders, the 
Board of Trustees and also external regulatory bodies, principally the Charity Commission, 

Companies House and HMRC.   

You may occasionally be expected to deputise for the Diocesan Secretary. 

 

RESPONSIBILITIES:   
 

The Director of Finance will have particular responsibility for:  

 Oversight and control of the diocesan finances ensuring that policies and practices 

reflect best practice and that financial operations are resilient and secure.  

 Compliance with the requirements of The Companies Act, the Charities Acts and 

relevant ecclesiastical legislation.  

 Preparation and completion of the Board's statutory accounts and supporting papers 

and all necessary liaison with the Auditors. 

 Preparation of the Diocesan Budget, including assisting diocesan committees and their 

officers in the preparation of their budget submissions, and advising the Board of 

Finance during the budget-making process.  

 Budgetary control through a computerised accounting system and the provision of 

management information to budget holders on a regular basis.  

 Assisting in the formulation of financial strategy by analysing information and preparing 

appropriate papers for the Board of Finance and its General Committee, and for other 

committees, as required.  

 The financial aspects of all diocesan and parochial Trusts, the investment of capital, 

payment of annual income and annual notification to managing trustees of the funds 

held by the Board on their behalf.  

 Advising the chairmen and officers of other boards and committees on financial matters 

affecting their spheres of work, especially the Diocesan Board of Education and the 
Director of Education on financial matters relating to Church schools and the Board for 

Mission and Ministry on project funding. 
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The Role of Director of Finance  Continued... 

 

 

 Contributing to and developing policies relating to financial matters such as the Board’s 

investment policy and parish shares policy. 

 Implementation of the Board's Treasury functions, including electronic banking.  

 Liaising with and providing financial information and advice to clergy and Parochial 

Church Councils, especially their treasurers  

 Leadership of the Finance Team and through them the administration of: 

a. salary payments, PAYE, national insurance, staff pensions, etc. for staff through 

an outsourced payroll service; 

b. general accounts work including all receipts and payments; 

c. the preparation of all statutory returns, including VAT returns;  

d. loans and grants to parishes for repairs to church buildings;  

e. collection and maintenance of parochial statistics and analysis thereof in 

conjunction with the Synodical and Pastoral Officer;  

f. preparation of monthly management accounts and rolling forecasts and 

presentation of these to the Board of Finance; 

g. liaison with deaneries and parishes on all matters concerning the calculation and 

collection of parish shares for the Diocesan Common Fund, some by direct debit.  

 Attendance each year at meetings of Diocesan Synod, Boards and other committees, 

ad-hoc working parties and other diocesan events as required by the Diocesan 

Secretary.  

 With trustees and colleagues, visiting deaneries and parishes to explain diocesan 

finances and policies and engage with matters of concern at local level. 

 Engaging with national and regional networks within the Church and charity sectors as 

appropriate. 

 Active involvement in the Senior Management Team, comprising:  the Pastoral and 

Advisory Secretary, the Estates Secretary and the Director of Finance, led by the 

Diocesan Secretary.  

 Such other duties as may be required by the Diocesan Secretary. 
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The Person Specification 
 
 
 

The person appointed will have: 

 

 A recognised accountancy qualification  

 Experience in a senior finance role including experience of charity accounting and 

governance and the role of charity trustees. 

 Knowledge of the Companies and Charities Act 

 Understanding of UK taxation including Income Tax, Gift Aid and VAT 

 Excellent IT skills 

 The ability to think strategically and contribute to diocesan strategy and planning 

  Initiative to identify opportunities for improvements and efficiencies and a flexible 

approach 

 The ability to communicate with a wide range of people both clergy and lay, and 

especially with PCC Treasurers (with whom there is frequent contact) and to 

explain complex financial matters in an accessible way 

 Leadership qualities to motivate and develop the skills of members of the finance 

team 

 The ability to work under pressure and meet tight deadlines 

 Empathy with the values and priorities of the diocese 

 

Knowledge of the Church of England structures and practices, including accounting 

requirements of PCCs would be an advantage 
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Terms and Conditions  

 

Office:  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 by either party by one week’s notice, and thereafter by three 

months’ notice on either side.   

 

Salary: The post is offered within the range £60,198 - £68,805 and the starting salary will 

depend upon qualifications and experience.    

 

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: Normal working hours are 9am – 5pm Monday to Friday.   However, it is expected 

that the person appointed will work such reasonable hours as are necessary to meet the 

requirements of the post which is particularly busy at the time of producing the Annual 

Accounts. Attendance may occasionally be required at meetings that take place during 

evenings and weekends for which time-off in lieu is given.   No overtime is paid. 

 

Holidays: Annual leave entitlement is 22 working days plus statutory Bank Holidays and the 

working days falling between Christmas and New Year bank holiday and one day in 

November or December for Christmas shopping.  

 

Costs: Approved expenses are paid in full at agreed rates.   

 

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.  
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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:  Monday 29th April 2019, at Noon. 

 
Interviews:   Friday 10th May or, if necessary, Tuesday 14th of May 2019 

 
   Please indicate if you would be unavailable on either date.     
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