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St Mary Redcliffe, Bristol
Job Pack
Finance Officer
Closing Date: 11pm Sunday 14th March


Introduction

St Mary Redcliffe is an iconic church building of European significance, offering thousands of visitors a friendly welcome: our future plans will substantially increase the numbers of visitors, transform the experience on offer and provide level access to the majority of the site. However, St Mary Redcliffe (‘SMR’) is also an inclusive church with a growing and diverse congregation. It is a parish church serving a highly diverse area where urban deprivation sits alongside warehouse conversions and regional offices of international companies. Our plans to develop will substantially increase income from visitors and events, transforming our funding model so that we can be more strategic in our engagement with the parish. Read more about the plans here.
 
Over the last few years, SMR has developed an understanding of its mission and purpose as “Singing the song of faith and justice”. We see this rolling out in four key themes: “as a thriving inclusive Christian community; as a recognised, welcoming heritage destination; as a church that makes a difference in the parish and beyond; all animated by a progressive and sustainable organisation.” We acknowledge that these themes are both ‘now’ and ‘not yet’: both accurate in what we are today and a challenge that we can do better tomorrow. We are developing an organisation that will be ready take over our new facilities in the years to come.

The Finance Officer will undertake a new role here at St Mary Redcliffe. The post-holder will join the Operations team which sits within the wider staff team. The post-holder will be enthusiastic about supporting the changing dynamic of an organisation through comprehensive management of financial processing. We are looking for someone who understands the journey we are on as a parish church, and who is enthusiastic about having a significant part to play. 


Terms and Conditions

Title	Finance Officer
Hours per week	22.5 hours over 3 days 
(some flexibility may be required)
Salary 			£27,000 per annum, pro-rata
Post			Permanent (following a 3 month probationary period)
Pension		Employer Contribution of 8%
Employer		St Mary Redcliffe Parochial Church Council
Annual Leave		25 days plus bank holidays, pro-rated 

 
Purpose

The Finance Officer will be a self-starter and will assist the Treasurer in the timely and efficient operation of the church’s finances. The post-holder will be responsible for the processing, collation, management and monitoring of financial operations and processes. They will assist the Treasurer and work with them to ensure the efficient preparation of reports. They will work alongside a small team of administrative staff and will take an active interest in understanding the current processes and seek to improve them where appropriate. 
Working with the Head of Operational Development, The Finance Officer will ensure that the processes in place support the needs of the organisation and that they are adapted where necessary.
St Mary Redcliffe (SMR) is changing and expanding and is in the planning stages of a major facilities development project, as mentioned in the introduction. The post-holder will support the processing of major donations for the project. 
This is a key role within a staff team at a church with an exciting future.
 
Reporting Structure

Reports to Head of Operational Development and Treasurer

Line Management Responsibilities 

None
 


Key Responsibilities
 
1. Maintaining records for all financial transactions including PCC income and expenditure, salary payments, donations, grant income and gifts

2. Data entry on Sage accountancy system or other standard accounting software package and handling/presentation of data in appropriate formats e.g. MS Excel spreadsheets

3. Taking receipt of purchase invoices and obtaining sign off by budget holders

4. Purchase and debtor ledgers management control and reconciliation

5. Taking receipt of sales invoices and monitoring incoming payments

6. [bookmark: _Hlk50625882]Allocation of income to appropriate budgets including relevant “Designated” or “Restricted” budgets

7. Recording bank and petty cash transactions, conducting regular reconciliation of bank and petty cash balances

8. Posting of monthly journals  

9. Processing of staff expense claims
10. Prepare information for payroll, including staff pensions and life insurance, liaising with Head of Operational Development and our external payroll provider; dealing with queries as appropriate

11. Running standard reports from the accounting system as required – (Income and Expenditure Balance Sheet, etc.)

12. Assisting the Treasurer through preparation of monthly management accounts and management information as required

13. Ensure that unusual trends/patterns in the financial records are flagged with the Treasurer and/or Head of Operational Development

14. Assisting the Senior Leadership Team and Treasurer in the preparation of the annual budgets

15. Preparing files for auditing

16. Preparing and submitting statutory filings (e.g. monthly Diocesan Returns, Charity Commission Reporting)

17. Assisting the Gift Aid officer (volunteer) with gift aid claims and the Treasurer with VAT reclaims

18. Reporting issues to and liaising with the Head of Operational Development, to ensure processes are working well



PERSON SPECIFICATION FINANCE OFFICER, ST MARY REDCLIFFE 
	Category
	Essential 
	Essential/Desirable

	Education & Qualifications
	Good general level of formal education (including English and Maths GCSE or equivalent) 
	Essential

	
	High level of IT proficiency with strong skills in Excel and proficiency in other Microsoft Office applications
	Essential

	
	Experience and competence in the use of standard accounting software
	Essential

	
	Qualified at AAT Level 3 or above
	Essential

	Professional Experience
	Significant experience of working in a finance-based role with oversight of payment processing from start to finish 
	Essential

	
	Experience of processing or assisting with Payroll
	Essential

	
	Experience of managing own workload and dealing with conflicting priorities
	Essential

	
	Experience of maintaining comprehensive and accurate records
	Essential

	
	Similar experience in a non-profit setting
	Desirable

	Knowledge, Skills and Abilities

	Excellent interpersonal and communication skills – written, verbal and electronic
	Essential

	
	Excellent organisational skills and a strong eye for detail
	Essential

	
	Ability to work effectively as part of a team and independently
	Essential

	
	Ability to produce accurate work under pressure and prepare financial information to deadlines
	Essential

	
	Ability and willingness to work flexibly and collaboratively
	Essential

	
	Knowledge of Church of England governance structures
	Desirable

	Other qualities 
	Positive attitude towards work and colleagues, with strong team- working skills
	Essential

	
	Understanding of, and commitment to carry out duties in accordance with, the St Mary Redcliffe policy on equality and diversity
	Essential

	
	Commitment to act in a way that at all times safeguards the health and wellbeing of children and vulnerable adults
	Essential

	
	Willingness to undertake relevant training 
	Essential




Application and Selection Process
How to Apply
Applicants are required to complete an Application Form accessed via the website (http://www.stmaryredcliffe.co.uk/vacancies.html). 
Applications must be emailed back to jobs@stmaryredcliffe.co.uk no later than 11pm on Sunday 14th March 2021, or received by post at the Parish Office, 12 Colston Parade, Bristol BS1 6RA by that date.

Selection
We shall be holding interviews on Friday 26th March. 

Safeguarding
SMR’s Safer Recruitment process can be found within the Safeguarding policy on the church website.  All applicants are required to complete a Confidential Declaration Form as part of our recruitment process where an offer of employment is made. This form is strictly confidential and, except under compulsion of law, will be seen only by those involved in the recruitment/appointment process and, when appropriate, the nominated safeguarding lead or someone acting in a similar role/position. All forms will be kept securely in compliance with the General Data Protection Regulation within the Data Protection Act 2018. Offer of employment will also be subject to a basic DBS check.

Please contact Roseanna Wood, Head of Operational Development, at roseanna.wood@stmaryredcliffe.co.uk if you would like to have an informal conversation about the role. 
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