
Diocese Secretary/Convener, Finance and Management Committee 

Job Descriptions 

 

For around 12 years the role of Diocese Secretary and for 15 years that of Convener 
of the Finance and Management Committee have been held by me.  I have informed 
Bishop John and the Standing Committee that I am standing down from both posts, 
with effect from the March 2017 Synod, as my wife and I shall be moving south in the 
New Year. 

The Standing Committee considers it appropriate at this point to separate these 
posts, to enable them to be developed in different ways.  The Standing Committee is 
seeking nominations for both posts. 

The following information is provided to encourage Synod members to consider who 
has the skills and experience to take on these important roles in the Diocese and to 
encourage nominations for the posts.  

I am more than happy to discuss these roles with anyone who may be interested in 
being nominated, including meeting if that would be helpful. 

 

Diocese Secretary 

Canon 61, Resolution 1 covers the appointment and responsibilities of the Diocesan 
Secretary: 

 The Secretary of each Diocesan Synod shall be appointed by that Synod and hold 
office during its pleasure. The duties of the Secretary shall include summoning the 
members to meet in the Diocesan Synod according to the directions of the Bishop, or 
of the Dean, as the case may be, keeping the minutes, being responsible, subject to 
the directions of the Synod, for the custody of the Minute books, keeping a copy of 
the roll of the Clergy instituted, licensed and commissioned in the Diocese as 
supplied by the Diocesan Registrar and otherwise, in addition to any duties imposed 
by the Canons and Resolutions of the General Synod, carrying out such duties 
pertaining to the office of a secretary as the Diocesan Synod may direct. 
 
 
In Edinburgh Diocese the Administrative Scheme deals with the appointment of the 
Diocesan Secretary as follows: 
 
V. APPOINTMENT of OFFICE BEARERS and OFFICIALS  

1. The Bishop shall be the Convenor of the Diocesan Synod, the Dean shall be the 
Vice-Convenor. The Bishop (whom failing, the Dean) shall chair at all meetings of 
the Synod and, in the event of the absence of both, the meeting shall decide who 
shall be Convenor.  

2. At the Diocesan Synod the following appointments shall be made:–  



(a) Diocesan Secretary  

(b) Diocesan Treasurer  

(c) Diocesan Auditor, being a suitably qualified Accountant.  

3. These appointments shall be held for a period of five years and shall be 
renewable.  

4. The Standing Committee shall make recommendations to the Diocesan Synod 
regarding the filling of the foregoing appointments, but it shall be open to the 
Diocesan Synod to accept or reject these recommendations. Any proposal, however, 
by a member of the Diocesan Synod to submit an alternative name for any of the 
foregoing offices to the appropriate meeting of the Diocesan Synod must be 
communicated to the Diocesan Secretary by the proposer and seconder at least 
fourteen days before the meeting of the Diocesan Synod at which the appointment is 
to be made and must be accompanied by a statement in writing signed by the 
candidate proposed that he or she is willing to accept office if appointed. On receipt 
of such a nomination, the Diocesan Secretary will immediately report it to the Bishop, 
whom failing the Dean. 

 

The statutory responsibilities set out in Canon 61 are largely carried out by the 
Diocese Administrator, with oversight by the Diocese Secretary.  Currently the main 
duties of the Diocese Secretary are as follows: 

• To ensure the administration and management of the Diocese works 
efficiently and effectively. 

• To have an oversight of the financial position of the Diocese, working closely 
with the Diocesan Treasurer (Nigel Cook). 

• To assist the Bishop and Dean, as appropriate, particularly in connection with 
appointments and when financial problems occur.  
 

These duties have involved the following (and much more): 

• Ensuring that the Standing Committee and Finance and Management 
Committee consider appropriate matters relevant to the current and future 
work of the Diocese. 

• Plan for future Synods, in close liaison with the Bishop, Dean and Convener 
of the Mission and Ministry Committee. 

• Keep in touch with developments in the Province and follow up as appropriate 
within the Diocese. 

• Developing close working relationships throughout the Diocese and Province, 
especially with the General Synod Office. 

• Oversee and participate in the management of the Diocese Office, working 
closely with the Diocesan Administrator (Simon Filsell). [The Dean is Simon’s 
reporting officer.] 



• Keeping a close eye on the overall financial position, but also making financial 
decisions as needed, including on spending and grants given. 

• Carrying out financial reviews of Charges, particularly during vacancies, but 
also on other occasions such as assessing the suitability of linking Charges. 
[This role should be transferred to the Treasurer.]  

• Developing and/or assisting in the development of Diocesan policies as and 
when needed. (For example, updating the Administration Scheme, travel 
grants scheme, quota implementation, personnel policies, use of Diocese 
assets St Hilda’s, St Andrew’s and St Paul’s, Livingston.) 

• Representing the Diocese as and when needed. 
• Preparing Annual Reports and other papers for the Diocesan Synod. 

 

 

Convener of the Finance and Management Committee 

 

The appointment is for a 4 year term, with a further term possible. 

The main duties are to chair the meetings of the Committee and to oversee the work 
of the sub committees.   

 

The sub committees are: 

Buildings Committee 

Information and Communications Committee 

Personnel Committee 

Congregational Accounts Review Committee. 

 

The Committee normally meets 5 times a year (in the evening).  The Convener 
works closely with the Diocesan Treasurer, the Administrator and the Conveners of 
the Sub Committees.   

The duties mainly involves agreeing the agenda for meetings, chairing the meetings 
and following up issues as needed.  Also drafting the Committee’s annual report. 

 

The Administrative Scheme, as follows, sets out the role of the Committee and gives 
a feel for range of areas covered by the Committee: 

 

D. THE FINANCE AND MANAGEMENT COMMITTEE 



1. There shall be a Finance and Management Committee which shall be a pendant 
committee of the Standing Committee. 

2. The remit of the Finance and Management Committee shall be: 

(a) to manage the finances of the Diocese and its general administration; 

(b) to determine the amount of Diocesan Quota and allocate individual assessments 
for payment of Quota to Area Councils or member Congregations; 

(c) to advise the Standing Committee on the financial standing and viability of the 
Diocese and its member Congregations; and 

(d) to liaise with the General Synod through its Administration Board and pendant 
Committees on all relevant matters. 

3. Membership of the Finance and Management Committee shall comprise:– 

(a) A Convener to be elected by the Diocesan Synod. 

(b) The Bishop, the Dean, the Diocesan Secretary and the Diocesan Treasurer. 

(c) A representative of the Provincial Administration Board who is resident within the 
Diocese. 

(d) Three clerical and three lay people to be elected by Synod. 

(e) The Finance and Management Committee shall have power to co-opt additional 
members, in particular to ensure that any representatives on the General Synod 
Administration Board or its pendant Committees are represented. 

4. The Finance and Management Committee shall have the power to establish sub-
committees. Convenors of sub-committees and working groups can attend meetings 
of the main committee when appropriate (and submit written reports to the 
committee on a regular basis).The Convenors of the sub-committees are to be 
nominated by the Committee and confirmed by the Standing Committee. Members of 
the sub-committees are to be appointed by the Committee. 

5. The Finance and Management Committee shall have power to invite persons with 
special experience to attend its meetings and to speak, but such invited persons 
shall have no power to vote. 

 

 

Canon David Palmer 

Diocese Secretary/ Convener, Finance and Management Committee 

10 November 2016 

 


