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ROLE DESCRIPTION 
 

Job title: Finance Assistant 
 
 

OVERVIEW OF CHURCH 
 

We are a vibrant charismatic evangelical Anglican church in the heart of Worcester with a congregation of 
approximately 300.  We are a part of the New Wine network of churches.  We are in the process of becoming 
a “resourcing church” in the Diocese of Worcester with a specific call and role to take a lead on the planting 
of new churches, assist with the revitalizing of existing churches and to facilitate the resourcing of local 
churches. 
 
Our mission is to “join with God in the renewal of all things”.  Our vision is “to be a growing community of 
Kingdom people, formed of multiple smaller communities, in and through which our lives and our city are 
radically transformed by God’s love, grace and power”. 

 

OVERVIEW OF ROLE 
 

This is an important role on the Staff Team of the church at an exciting and pivotal stage of our development 
as we become one of two “resourcing churches” in the diocese.  We are looking for someone who shares our 
passion for ministry in this context; to our City and the wider church, and who feels called and gifted by God 
to support this work through the creative use of modern systems to ensure our finances fully support all we 
plan to do. 
 
They will be specifically tasked with: 

• Administering financial transactions including payment of suppliers, staff, and third parties. 

• Use of financial systems including Internet Banking, Data Developments “Finance Coordinator”, HMRC’s 
Basic PAYE Tools payroll software, and Spreadsheets 

• Recording and reconciliation of all transactions into appropriate software to enable accurate reporting and 
accountability 

• Supporting the Church Treasurer and staff team in financial matters. 

• Working collaboratively with the Operations Coordinator as required 

• Providing the Church Treasurer with timely reports and information to enable reporting to the Parochial 
Church Council and other governance bodies. 
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TERMS AND CONDITIONS OF THE ROLE 
 

Reports to: Church Treasurer 
 
Direct reports: Any Volunteer 
 
Liaises with: Church Operations Coodinator 

Other Staff Team members and leaders within the church 
Local churches, schools and charities 

 Relevant local, national and international organisations 
 
Places of work: This role will require someone to be based in the All Saints church office for at least a 

portion of any given week, with some home working also possible.  
 
Hours of work: Part-time (10 hours per week). 
 
  There may be busy times in the year (e.g. to help Church Treasurer in his monitoring 

reporting, budget review and preparation of annual accounts. At such times the role 
may require more than 10 hours in the week and we would expect the post holder to 
then take time off another week in lieu of this. 

 
Annual leave: 28 days per annum pro rata plus bank holidays falling in normal working time.   
 
Supervision: The post holder will receive regular supervision from their line manager. 
 
Role review: There is a three-month probationary period for this role.  The post holder will then 

receive an annual review of the role, job description, terms and package.   
 

Salary: £23,000 per annum, which equates to £6,136 pro rata. 
All reasonable and approved working expenses will be reimbursed in line with  
PCC policies.  The PCC will make pension contributions in line with PCC policy. 

 
Contract:  Permanent. 
 
The post holder will at all times, carry out their responsibilities in accordance with the church’s Safeguarding 
Policy. 
 

 
SPECIFIC DUTIES AND RESPONSIBILITIES 
 

 

• Making payments to third parties as requested by church officers using Internet Banking (between 
20 and 30 per month) 

• Keeping a folder of all payment documents and recording payments in a log (spread sheet) and 
maintaining a reference system to link documents to the log and the Financial System 

• Maintaining the Financial System by entering receipts and payments, analysing them against 
receipts and payment codes (held within the system) and recording each transaction audit number 
to link back to invoice and other source documents 

• Recording expenditure made by standing orders by running a monthly routine in the Financial 
System 

• Recording expenditure made by Direct Debit (DD) by identifying all invoices paid by DD and 
recording in the Financial System (about 10 to 15 per month) 

• Recording expenditure from Barclaycard statements using claim records and analysis provided by 
each of the three card holders (about 70 transactions a month) 

• Recording expenditure from Petty cash claims (three account holders and about 20 transactions a 
month) 
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• Recording income from multiple sources and documents: e.g. weekly collection sheets, Stewardship 
donations account, CAF donations account, Bank Standing Orders, Direct Credits (usually the 
subject of electronic notifications / emails), ChurchApp online giving and Sumup Contactless giving. 

• Running the Monthly payroll using HMRC software, ensuring employees (five at present) are paid 
properly and in accordance with their contract of employment, ensuring proper deductions are made 
(software prompts this) and dealing with deduction of pension contributions, preparing Payroll 
Advice document for each employee, running the HMRC Real time reporting by uploading a monthly 
file, maintaining the online pension records (four employees) and ensuring the pension contributions 
are paid to the pension fund provider, reconciling pension payments to pension deductions.  Paying 
employees by Internet Banking and emailing pay advice slips to each employee.  Entering pay onto 
financial system as above. 

• Downloading the bank statement each month (CSV file) and loading data into banks statement 
spreadsheet.  Tidy up the spreadsheet and analyse standing order giving receipts. Send copy of 
spreadsheet to Ann Statham (Gift Aid coordinator). 

• Ensure all bank statement entries are entered on to the financial system, and enter any that remain 
to be done (160 to 190 entries a month) 

• Carry out a monthly bank reconciliation (using the routine in the Financial System) to ensure all 
transactions are entered into the financial system, and save a bank rec report. 

 
Potential developments in role: 

• Maintaining records of all donations and gift aided income.  Making claims to HMRC for Gift Aid. 

• Assisting in the development of income channels using modern technology. 

• Assisting in following up church members regarding giving and giving renewal. 

• Work associated with Resourcing Church role of All Saints. 
 
 

PERSON SPECIFICATION 
 

 ESSENTIAL DESIRABLE 
EDUCATION  
 
 

• Good standard of education in line with 
the requirements of the post  
– i.e. GCSEs and A-Levels. 

• University level degree 
or qualification.   

• A recognised 
qualification in Finance 
and Accounting 

EXPERIENCE 
 
 
 
 
 
 

• Experience of working in Finance and 
Accounting 

• Experience of leading others and 
building teams including volunteers 

• Ability to discern, grow and implement 
vision, and to inspire others. 

• Experience of organising events and 
managing projects 

 

SKILLS AND ABILITIES 
 
 
 
 
 

• Proficient IT skills, including Microsoft 
Office and email 

• Use of Spreadsheets and Excel 
functionality 

• Confident in using financial software, 
including accounting, payroll, and 
pension applications 

• Experienced in processing financial 
transactions and keeping financial 
records 

• Proficient with internet banking 
 
 

• Experience at using 
accounting software 
suitable for small 
charitable organisations, 
e.g. Data Developments 
Finance Coordinator. 

• Confident with PC and 
Mac computers (training 
would be given if not) 

• Good budget 
management skills 
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• Knowledge of basic accounting 
principles including double entry book 
keeping, cash book, bank 
reconciliation, budgeting, financial 
control and monitoring.  

• Knowledge of maintaining a payroll 
and dealing with HMRC 

• Knowledge of administering pension 
contributions and Automatic 
Enrolment 

• Excellent communication skills, both 
verbal & written 

• Good organisation skills with the 
ability to take initiative, work 
independently and project manage. 

• Preferable to have a 
knowledge and 
understanding of 
operating with a “Cloud” 
environment for the 
storage and use of files 
etc.  

• Ability to think 
strategically, envision, 
inspire and lead 
creatively, responding to 
needs that arise over 
time 
 

PERSONAL QUALITIES 
 
 

 
 
 
 

• Excellent interpersonal skills 

• Dynamic, self-starter leader 

• Enthusiasm, confidence, energy and 
creativity 

• Pastoral sensitivity and discretion 

• A strong team player who is able to 
work with, support and encourage 
others  

• Ability to work under their own 
initiative, to prioritise and to be ‘self-
starting’ and to be able to motivate 
themselves and others 
 

 

 


