The Roman Catholic Diocese of East Anglia  
	Job Title
	Finance and Administration Assistant

	Service
	Diocesan Curia

	Location
	Diocesan Offices, Poringland

	Hours of work:
20 hours per week flexible across 5 days
Fixed term for 12 months
	Accountable to: Diocesan Accountant

	Benefits:

Up to £11-14 per hour dependent on experience and qualifications. Pension.
	


	Job Purpose:
This role will work as part of the small Diocesan Finance and Resources Team.

To support the Diocesan Accountant in accounting for the finances of the Diocese. This will involve setting up bank payments for authorisation, posting transactions to the general ledger, inputting journals, credit control and reconciling the bank accounts. 

To assist other administrative staff to ensure that office administration is carried out efficiently and effectively.
Key Responsibilities

Payments

· Setting up payments by cheque and BACS
· Nominal ledger – support to maintain the nominal ledger, including payroll journals, accruals and prepayments and balance sheet verification

· Managing direct debit and standing order payments

Income and Expenditure

· Checking and inputting of purchase invoices and expense claims onto the ledger and monitoring of creditors
· Processing of all sales invoices and receipts, aged debt analysis and credit control

Bank Accounts and Petty Cash
· Reconciliation of the bank accounts (five accounts) on a weekly or fortnightly basis

· Handling petty cash claims and maintaining petty cash records

· Work with the Alive in Faith Coordinator to ensure that cheques and cash are banked regularly

Other Accounting Processes
· Assisting with the production of statements for Parishes

· Maintaining a schedule and monitoring submission of second collections from parishes

· Assisting with the production of schedules and information for the year end audit

· Other tasks as required by the Diocesan Accountant

Administration
· Liaise and work closely with the Bishop’s Personal Assistant to secure forward planning, programming and co-ordination of Diocesan work and the activities of the Bishop. 

· Where necessary for cover, work with colleagues to provide front line reception service from the Diocesan Offices to external visitors at all levels of seniority and telephone callers.
· Provide clerical and administration duties (including photocopying, binding, postal duties, filing, retrieving information, shredding and the production and issue of mail shots) efficiently and effectively to the Clergy and other contacts of the Diocese

· Other administrative tasks as required in discussion with the PA to the Bishop.
Relationship Management
· Work closely with Trustees and all clergy, to underpin effective delivery of Diocesan objectives and contribute to the maintenance of effective working relationships.
· Build and utilise effective networks with clergy and parishes across the Diocese to ensure their involvement in and development of effective internal communication channels.

Other
· Ensure compliance with Diocesan processes and procedures, including finance, HR, governance, health and safety, information management, GDPR & equalities.

· Be prepared to perform additional duties not included above that are appropriate to the job grade and qualifications/experience as contained within the Person Specification, recognising that this Job Description will be kept under review and may be amended at the organisation’s discretion to ensure service needs are met.


Person Specification

	Requirements
	Essential or Desirable
	To be assessed by application form, interview, references and/or selection test

	Qualifications

	Educated to A level or equivalent

or equivalent previous experience

Experienced MS Office user, particularly Word, Excel and Outlook Competent Internet user
	Essential

	Application

	Qualified to minimum AAT Level 1 or above
	Desirable
	Application/Interview

	Experience

	Undertaking self-directed administrative work 
	Essential
	Application/Interview

	Experience with an accounting package, e.g. IRIS Exchequer accounts 
	Desirable
	Application/Interview

	Working in a secure and confidential environment
	Essential
	Application

	Working under own initiative

Experience of working with staff at a senior level
	Essential

Desirable
	Interview

Interview

	Dealing with finances in a not for profit environment
	Desirable
	Application/Interview

	Knowledge and Skills

	Excellent communication and influencing skills
	Essential
	Application/Interview

	Accuracy and attention to detail
	Essential
	Application/Interview/Test

	Excellent multi-tasking, time management and organisational skills to meet strict deadlines
	Essential
	Application/Interview

	An ability to establish credibility with clergy, lay people, partners, and stakeholders, influencing those over whom there is no formal authority
	Desirable
	Interview

	The ability to demonstrate tact, diplomacy, discretion and confidentiality
	Essential
	Application/Interview

	Understanding and sympathy for the teaching and values of the Catholic Church
	Desirable
	Application/Interview

	Demonstrates ability to quickly gain and maintain credibility and establish rapport across the Diocese

Driving licence


	Desirable
Desirable

	Interview

Application



	Personal

	Professional manner and approach 
	Essential
	Interview



	Confident and independent approach to work

Able to work well in a team
	Essential

Essential
	Interview

Interview
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