
 
Gloucester Diocesan Board of Finance 
Job Description and Person Specification 
 

Job Title Diocesan Finance Manager 

Salary Grade Band 3 (£36,937 - £43,221) 28 hours per week pro-rata 

Section/Team Finance 

Reporting to Head of Finance 

Reporting to job holder 4 Finance Assistants indirectly 

Date of issue April 2021 

 

Overall Purpose of Post 

The overall purpose of this post is: 

1. Principal provider of management information within our Diocese. 

2. To have oversight of the day to day processing undertaken by the Finance Assistants. 

3. To assist the Head of Finance with the Gloucester Diocesan Board of Finance and the related entities 
of the GDBF group. (Voluntary Schools Fund, Ann Edwards Charity, Jumping Fish Limited and 
Gloucester Diocesan Trust).  

4. To act as accountant to the Parish Giving Scheme. 

5. To act as accountant to Gloucester Diocesan Trust. 

6. To monitor and report on Parish Share collections and parochial fee income due to the DBF. 

7. To provide finance support to Deanery Teams as they monitor the financial health of their many 
parishes.  This aspect of the role will include a reasonable amount of Deanery visits and will see the 
post-holder develop effective and supportive relationships with all of our Deaneries. 

8. To support and continue to develop effective relationships with PCCs and their treasurers in finance 
and charity matters.  This will include providing support with the Diocesan cashbook system (an excel 
based book-keeping tool), the delivery of training sessions and the production of regular newsletters. 

9. To support and deputise for the Head of Finance. 

 

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 Production of departmental 
management information and a 
finance report for the Resources 
Committee. 

Monitoring & overseeing accounts processing workflow to 
ensure timely reporting.  To identify any problems that might 
arise, reporting to the Head of Finance on complex or 
judgemental matters. 

2 To have oversight of and 
supervise the Finance Assistants 

This role will not to be involved with the day to day processing, 
instead it is to have oversight of the processing undertaken by 
the finance assistants. 

3 Production of statutory accounts 
for the DBF group as noted 
above & PGS.  This aspect of the 
role includes working closely with 
the external auditors. 

Under the general oversight of the Head of Finance the 
postholder is expected to undertake the production of the 
financial aspects of the statutory accounts for the DBF group 
(excluding Good & Faithful Servant Limited) and PGS. 

4 To act as accountant to the 
Parish Giving Scheme (PGS). 

Under the general oversight of the Head of Finance, prepare the 
monthly management reports for PGS and produce the financial 
aspects of the statutory accounts for this charitable company.  
This aspect to the role will involve meeting with the CEO of PGS 
in advance of each PGS Trustee meeting and attendance at PGS 
Trustee meetings as required. 

5 To act as accountant to the 
Gloucester Diocesan Trust. 

To draft the necessary resolutions for approval by Bishop’s 
Council when it is identified that trust funds can be wound up. 
To be the main contact for parishes with all investment type 
matters for Gloucester Diocesan Trust. 

6 To monitor and report on Parish 
Share collections and parochial 
fee income due to the DBF 

To monitor and report on Parish Share collections and parochial 
fee income to the Head of Finance, Resources Committee and 
Deaneries. This aspect of the role also involves regular meetings 
with the Archdeacons, to resolve shortfalls in contributions on 
parish share. Regular reviews of parochial fee income will see the 
post holder supervising parochial fee audits in parishes in a 
supportive and constructive way. 

7 To provide finance support to 
Deanery Teams as they monitor 
the financial health of their many 
parishes.   

Our Deanery Teams (Area Deans, Lay Chairs and Deanery 
Treasurers) need support from the finance department with 
monitoring the financial health of parishes in their Deanery. As a 
Diocese we gather a significant amount of financial data on our 
parishes and the dissemination and use of this data is key to this 
work, recognising the need to communicate to non-finance 
colleagues in an appropriate way. This aspect of the role will 
include a reasonable amount of Deanery visits and will see the 
post-holder develop effective and supportive relationships with 
all of our Deaneries. 
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To continue to build effective 
relationships with PCCs and be a 
key contact point for parish 
treasurers.   

To assist with the production of a regular Treasurers newsletter.  
To assist the Head of Finance in offering support and advice to 
treasurers as and when required.  This will include the Diocesan 
cash book.  This aspect to the role will include delivering regular 
training courses for treasurers each year. 

9 To deputise for the Head of 
Finance as and when required. 

To represent the Diocese and or the Head of Finance as 
appropriate.  

 

 Generic Responsibilities 

11 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 

12 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 

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

 
 



Person Specification 
 

Attributes Essential  Desirable 

General 
 Excellent customer care  

 Strong verbal, reasoning & written 
communication skills 

 

Qualifications 
& Training  

 CCAB qualified   Relevant PQE 

Experience 

 Management reporting  

 Involvement in the corporate financial 
management of an organisation, with 
experience of providing timely and accurate 
finance reports to budget holders  

 Business planning & risk management 

 Supporting more junior members of a team in 
a supportive & constructive manner 

 Good understanding of the 
important issues faced by 
the Church, its structures 
and culture, and of the 
overall financial organisation 
both of the Diocese and of 
the Church nationally  

 

Knowledge, 
skills and 
abilities 

 Ability to plan, organize and prioritize 
effectively, in order to achieve targets and 
meet deadlines 

 Ability to produce UK GAAP and Charities 
SORP compliant statutory accounts for Small 
& medium sized entities 

 Strong presentational skills & ability to 
promote the Diocese’s work with a wide 
range of individuals & external contacts 

 Ability to communicate complex financial 
information to both finance and non-finance 
colleagues in College Green and across our 
Diocese. 

 Strongly IT literate, especially with excel. 

 Experience of accounting 
systems Sage 200 

 

Personal 
Qualities 

 Strong intellect with the ability to interpret 
relevant information, analyse complex data, 
review alternative solutions and come to 
speedy well informed conclusions 

 Strong people skills, fair minded & able to 
communicate well to a variety of audiences 

 Team player, willing to share in key decision 
making 

 

 Committed to the 
philosophy of continual 
improvement, customer 
service & securing value for 
money in all aspects of the 
Diocese’s operations  

 Committed to the aims & 
ambitions of the Diocese 
and in tune with the ethos 
of the non-profit sector 

 Capable of delivering results 
to tight deadlines & under 
pressure 

 


