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Llandaff Diocesan Secretary  
Job Description and Specification 
 

Introduction 
 

The Diocese of Llandaff is at an exciting point in its long history. The Right 
Reverend June Osborne has been in post for almost two years and, encouraged 
by a substantial period of listening and consultation, is now leading a positive 
process of developing and delivering a vision and strategy for the Diocese and 
its people. Our aim is to place church life in Llandaff firmly in a 21st century 
context where it can build the kingdom of God, grow in its capacity for good, 
and tell a joyful Christian story. 

https://s3.amazonaws.com/cinw/wp-
content/uploads/sites/5/2018/06/Diocese-of-Llandaff-Vision.pdf 

 

The current Diocesan Secretary’s decision to retire creates a vacancy which 
offers a great opportunity for a talented and committed person to take on this 
key role in the Diocese and be an active part of this ambitious process of moving 
forward. 

 

Summary 
 

The Diocesan Secretary is our Senior lay post and we are looking for someone who 
will have a passion for God’s mission, serving the communities within the 
Diocese of Llandaff, plus the skills to move the Diocese forward in its strategic 
intentions.  

https://s3.amazonaws.com/cinw/wp-content/uploads/sites/5/2018/06/Diocese-of-Llandaff-Vision.pdf
https://s3.amazonaws.com/cinw/wp-content/uploads/sites/5/2018/06/Diocese-of-Llandaff-Vision.pdf
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The Diocesan Secretary will be responsible for the development and execution of 
diocesan strategy and policy, and its deliverance through sound organizational 
management and wise advice. 

Along with the Bishop of the Diocese and her staff team, the Diocesan Secretary 
will lead the Diocese through a period of cultural, strategic and organizational 
change as a result of both the Church in Wales’ 2020 Vision, and the Diocesan 
Vision, ‘Where Faith Matters’.  S/he will promote collaborative working between 
the Bishop’s Staff, Diocesan Officers, Diocesan Office Staff, Cathedral, Ministry 
Areas and parishes, and a sense of unity and common purpose across the 
Diocese. 

The Diocesan Secretary will head up the administration team in the Diocesan 
Office, ensuring the efficient and effective delivery of a wide range of services to 
Ministry Areas, parishes, clergy, church schools and other related organizations 
and bodies in the Diocese. 

S/he will be responsible for the administrative functions of the Llandaff 
Diocesan Board of Finance, and the good stewardship of Diocesan resources. 

 

 

 

 

 

Telling a joyful story 
Building the kingdom of God 

Growing our capacity for good 
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Person Specification 
 

Attributes Someone who ..…. 

Leadership • is highly motivated and energetic, passionate to develop and deliver 
on strategic goals and is a collaborative team player 

• can take responsibility for a task/project and give direction and 
support to others so that the work is done 

• nurtures, develops and supports members of staff by giving feedback 
and providing learning opportunities so that their performance is 
improved 

• communicates clearly, concisely and understandably with a range of 
different people and groups 

• can make decisions even though they may be difficult and unpopular 

Knowledge and 
understanding 

• understands the parochial and diocesan structures of the Church in 
Wales 

• is aware of the issues facing parishes in the Church in Wales and has 
a vision of how the Diocese may support them 

• has a good understanding of the culture of Wales 
• has sound financial, IT and business awareness 
• has knowledge of the charity sector and employment legislation 

Management and 
administration 

• is discreet, trustworthy and loyal to the organization 
• can be effective in different surroundings and with different tasks 

and people 
• can collect detailed information, in breadth and depth, from a range 

of sources and using appropriate methods 
• can demonstrate project management skills 

Qualifications and 
experience 

• is educated to degree level 
• has a proven track record at executive or senior management level 
• has demonstrable experience of working at a strategic level within an 

organization 
• can manage change with skill, patience and sensitivity 
• has experience of leading, managing and enabling a team 
• works well with other support service professionals, e.g. accountants 

and lawyers 

General • is a communicant of the Church in Wales or of a Church in 
communion with it (this is a Genuine Occupational Requirement 
under the Equalities Act 2010) 

• is resilient so can handle the pressures of a very demanding 
workload, being willing to commit to additional and at times 
unsociable working hours including occasional overnight stays. 

• Is willing to support the diocese in its commitment to develop its 
role as a bilingual Church.  
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Key roles and responsibilities 
To serve as an advisor to the Bishop and Diocesan leaders, contributing to the 

leadership and forward development of the Diocese 

• supporting the Bishop and Bishop’s Staff, playing an active role in Diocesan Boards 
and Committees in planning and implementing strategy and policy. 

• attending and contributing fully to meetings of the Bishop's Staff. 

• liaising with members of the Bishop’s Staff on a regular basis. 

• assisting the Bishop's Staff in the development of a sustainable financial policy in 
relation to implementing the Diocesan Vision, including clergy deployment and other 
ministerial or staff deployments within the diocese. 

The Diocesan Secretary will undertake any other reasonable task as requested by the 
Bishop or Chairman of the DBF. 

 

To ensure that the Diocesan Office fully serves the clergy and parishes of the 

Diocese within the context of ‘Where Faith Matters’ 

• managing, leading and inspiring the Diocesan Office staff. 

• developing and maintaining effective relationships, and providing advice, support 
and resources to Ministry Areas and parishes, in order to facilitate clear 
communication and encourage full participation in the life of the Diocese. 

• being responsible for the development and implementation of HR policies and 
procedures and overseeing the appointment of administrative staff to the Diocesan 
Office. 

• ensuring appropriate provision of facilities and support within the Diocesan Office 
and any associated buildings. 

• ensuring compliance with Health and Safety policies and procedures. 

 

To secure the effective administration of the Diocesan governance structures to 

ensure that it meets its legal obligations 

• fulfilling the statutory functions of Company Secretary of the Diocesan Board of 
Finance, including in its role as custodian trustee for property and charitable trusts 
held on behalf of parishes and the diocese, including the Education Trust Fund. 

• working with the Diocesan Accountant in maintaining proper financial controls over 
the Board’s finances and assets, including the preparation and delivery of timely 
financial reports and management accounts. 

• offering strategic direction to the work of the Board as well as ensuring that all legal 
and statutory requirements and reviews are met in a timely and proper manner. 
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• ensuring that appropriate governance, legal or other professional advice is sought 
and properly considered, liaising as necessary with the Diocesan Registrar. 

• ensuring the effective commitment of diocesan resources to secure strategic 
objectives, projects and plans for the Diocese. 

 

To provide administrative and secretarial support to Diocesan Officers, Boards 

and Committees 

• organizing the programme of diocesan meetings, ensuring preparation of 
documentation, servicing and secretarial support as appropriate. 

• in conjunction with the Parsonage Board, assisting with property management 
including the buying, selling, rental and removals and providing financial 
management reports to the Committee. 

• ensuring that the Diocesan Board of Finance, Parsonage Board, Churches and 
Pastoral Committee, Diocesan Advisory Committee and Standing Committee are 
appropriately serviced and supported. 

• organizing and overseeing elections to diocesan and provincial bodies, ensuring that 
good practice is followed in all areas of governance. 

 

To ensure positive relationships and communication between the Diocesan 

Office, committees and parishes 

• attending meetings of Deanery Conferences and other bodies as necessary. 

• working closely with the Director of Communications and Engagement to ensure 
that the Diocesan vision, strategy and policy are clearly presented, understood and 
supported by co-ordinating the communications practices of the Boards and 
committees and their supporting staff.  

• with the Director of Communications and Engagement ensuring the production of up 
to date, timely and effective communications, including the Diocesan website, Year 
Book, Diocesan e-mailings etc., in conjunction with the various departments. 

• together with the Bishop and Senior Staff, ensuring and promoting clear partnership 
working across the Diocese. 

• exploring opportunities for joint working with outside partners. 

 

To link effectively with the wider Church in Wales 

The Diocesan Secretary will liaise regularly with the Provincial Office of the Church in Wales, 
attending meetings as necessary. 

S/he will be part of the Provincial network of Diocesan Secretaries, and will share best 
practice and ideas, and feedback on what the Diocese can learn from others. 
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Committee and Group roles 
Committees and groups that the Diocesan Secretary currently sits on or attends, and in 
what capacity are as follows: 

Bishop’s Staff meeting (member) 
Diocesan Board of Finance (Company Secretary) 
Budget Sub-Committee (officer) 
Parsonage Board (Secretary) 
Parsonage Board Interim meetings (Secretary) 
Standing Committee (officer) 
Area Deans’ meeting (member) 
Education Executive (officer) 
School Buildings Committee (officer) 
Headteachers’ meeting (officer) 
Mission Fund (member) 
Investment Committee (officer) 
Risk Committee (chair) 
Croeso Editor’s meeting (member) 
Diocesan Officers’ meeting (chair) 
Vision Group (member) 
Support & Comms Delivery Group (officer) 
Diocesan Secretaries’ meeting (member) 
Governing Body of the Church in Wales (observer) 

 

Line Management 
The Diocesan Secretary is line managed by the Bishop of Llandaff. 

The Diocesan Secretary is currently line manager to the following teams (however, this structure is 
liable to change as we develop new roles to support the Diocesan Vision): 

Central Support Team  
Accountant 

Finance Assistant 
Administration Officer 
Reception Administration Officer 
Director of Communications and Engagement [appointment being made on 12th April] 

Diocesan Press Officer 
Diocesan Web Master 

Parish Support Team  
Parish Resources Advisor (day-to-day line-management by Diocesan Accountant) 
Care of Churches Officer 

Care of Churches Administrator 
Community Development Officer 
Rural Affairs Officer  
Parsonage Board Inspector (part of this Team, but employed by the Representative Body) 

Parsonage Board Administrator 
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Education Team  
Diocesan Director of Education  

School Support Officer [recruitment in progress] 
Education Support Officer [recruitment in progress] 

Youth Chaplain [VACANT] 
Associate Youth Officer 

Children’s Officer 
Assistant Children’s Officers (2) 

 

Terms of Service 
The post enjoys the following 

Status: Permanent and full time with a 6-month probationary period 

Main Office Location: Diocesan Office at Coychurch, Bridgend but required to attend 
meetings throughout the Diocese and Province.  The post holder 
must hold a clean driving licence and have sole use of a car. 

Working Hours: 37.5 hours per week, primarily Monday-Friday but required to 
attend early evening, weekend and residential meetings on a 
regular basis 

Salary: c£62,000 per annum 

Pension: Eligible to join the contributory group personal pension 

Holidays: 20 days per year, plus Bank Holidays, rising by one day for each 
full year worked up to a maximum of 25 days 

Other terms: Mileage and approved working expenses will be reimbursed in 
accordance with HMRC guidelines. 

Appointment is subject to the applicant being able to sign the 
Senior Manager Automatic Disqualification Declaration 

Applications and Enquiries 
Applications should be made on the form provided and sent to: 

The Rev’d Dr Sarah Rogers  
The Bishop’s Office, Llys Esgob, The Cathedral Green 
Llandaff, Cardiff CF5 2YE 
 

The deadline for applications is 12 noon on Monday 26th April 2019. 

Briefing events and interviews will take place at the Diocesan Office and Llys Esgob on 7th and 
8th May 2019.  Candidates will be required to attend on both days. 

All enquiries should be directed in the first instance to Rev’d Dr Sarah Rogers, the Bishop’s 
Chaplain: sarahrogers@churchinwales.org.uk    Tel: 029-2056-2400 

mailto:sarahrogers@churchinwales.org.uk

