
 

Gloucester Diocesan Board of Finance 

Job Description and Person Specification 
 

Job Title Finance Assistant                                             

Salary Grade Band 8 (35 hours a week) £16,521 - £17,756 per annum  

Section/Team Finance 

Reporting to Head of Finance 

Reporting to job holder - 

Date of issue July 2018 

 

Overall Purpose of Post 

The overall purpose of this post is: 

1. To process all income received by the DBF and related entities, including parish share, rent, 

parochial fees, direct debits and invoiced income. 

2. To support only as necessary, the process for all non-payroll based payments made by the 

DBF and related entities.  

3. To support PCC treasurers with the Diocesan cashbook book-keeping system 

4. To assist the Diocesan Finance Officer and Head of Finance on miscellaneous tasks as 

required. 

 

Context in which Diocesan Jobs are carried out 

 

We want all our people to have good working experiences – and we seek to continually improve 

our working systems and arrangements.  We welcome and encourage new ideas and suggestions 

about what we can do better 

 

 

 
Responsibilities & 

Accountabilities  
Nature and Scope of Role  

1 Income processing 

 

General: 

To ensure all relevant income and control accounts on the 

general ledger are up to date and accurate on at least a 

monthly basis. 

Parish Share: 

To undertake the accounting for all Parish Share payments, 

maintaining the parish share spreadsheet and dealing with 

basic enquiries. 

 



 

Parochial fees: 

To account for the collection of all Parochial fees due to the 

DBF, maintaining the parochial fees spreadsheet and dealing 

with simple enquiries. 

Invoices: 

To provide cover within the finance team with the raising of 

invoices for sales by the DBF and related entities. 

2 Payment processing 

 

To provide cover within the finance team with the 

processing of all non-payroll based expenditure for the DBF 

and related entities in a timely and cost effective manner, 

maximising payment terms where possible. Payment systems 

include BACS (primary method), cheques and cash. 

For PGS to attend to the monthly payments of gift and gift 

aid, back to the individual parishes. 

3 

 

Supporting PCC treasurers To be the named point of contact for the provision of 

support with the Diocesan Cashbook. This aspect of the role 

will involve the post holder contributing to the treasurer 

newsletters and workshops. 

4 Miscellaneous tasks. To assist the Diocesan Finance Officer and Head of Finance 

in specific, defined tasks suitable to the post and the post 

holder’s abilities.  It is intended that this aspect of the role is 

used to assist in the career development of the post holder. 

 

 

 Generic Responsibilities 

5 To welcome visitors and/or receive incoming enquiries and telephone calls - dealing 

promptly and courteously with enquiries and ensuring high quality customer service at all 

times 

6 To ensure that all health and safety instructions are followed and that care is taken to 

ensure safety for self and colleagues, reporting concerns immediately 

7 To undertake as requested other duties as may reasonably be expected  

 

 



Person Specification 
 

Attributes 
Essential (or expected to train/qualify 

to that standard) 
Desirable 

General 

 Polite and courteous  

 Honest 

 Good time management  

 Good verbal and written 

communication skills  

 Good analytical and 

reasoning skills 

Qualifications 

& Training  

 Maths GCSE C or above 

 NVQ level 3 

 

 Accounting qualification (or 

desire to work towards 

achieving)   

Experience 

 Experience of reporting using a 

spreadsheet package or other 

electronic accounting solution. 

 Some understanding of the 

important issues faced by the 

Church. 

 Experience of dealing with 

members of the public as a 

representative of an 

organisation 

 Work within a finance 

department or similar for at 

least one year.  

Knowledge, 

skills and 

abilities 

 Highly numerate 

 Knowledge of Word and Excel 

 Ability to plan, organize and 

prioritize effectively, in order to 

meet deadlines 

 Ability to communicate well 

 Experienced at working 

within a team environment, 

with the ability to prioritise 

work flow dependant on the 

situation 

 

Personal 

Qualities 

 Positive attitude to working 

 Willingness to seek help when 

required. 

 Strong people skills, fair minded 

and able communicate well. 

 Capable of delivering results to 

deadlines. 

 Team player, willing to share in key 

decision making. 

 Committed to the aims and 

ambitions of the Diocese and 

in tune with the ethos of the 

non-profit sector 

 

 


