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DIOCESAN BOARD OF FINANCE
Job Description and Person Specification

[bookmark: _Hlk114230455]
	JOB TITLE
	Finance Assistant 

	LINE MANAGER
	Head of Finance Operations 

	SALARY
	£25,947 per annum

	HOURS
	35 hours 

	DURATION
	This is a permanent contract for a full-time role

	LOCATION 
	Diocesan Office, Hillside House, 1500 Parkway North, Stoke Gifford, Bristol, BS34 8YU



	JOB SUMMARY

	To provide accurate and timely financial processing support to the Finance team, with a focus on bank transactions, purchase ledger, expenses, and core operational finance activities.
The role supports the smooth day-to-day running of finance processes and ensures transactions are recorded accurately and in line with internal procedures.



	KEY RELATIONSHIPS 

	· Finance Team
· Diocesan officers
· Parish Officers
· Suppliers



SAFEGUARDING
The Diocese of Bristol is committed to safeguarding, safer recruiting practice and promoting the   welfare of children, young people and vulnerable adults and expect all staff and volunteers to share this commitment. 

	MAIN RESPONSIBILITIES 

	Bank Transactions & Reconciliations
· Post and allocate bank receipts and payments accurately across relevant ledgers and entities
· Ensure all bank transactions are recorded in a timely manner and in line with internal procedures
· Assist in maintaining clear audit trails for all bank transactions and reconciliations
· Identify and escalate any unusual or unreconciled items promptly
· Support the investigation of unallocated cash and ensure timely resolution
· Support the month-end bank reconciliation process, ensuring all items are cleared or appropriately explained
· Liaise with internal teams to clarify unknown transactions or missing information

	Purchase Ledger & Invoice Processing
· Process purchase invoices via Lightyear, ensuring accurate coding, correct VAT treatment, and compliance with internal policies
· Monitor and manage the Finance purchase invoice inbox, ensuring invoices are reviewed, logged, and processed in a timely manner
· Follow up with internal stakeholders to obtain missing approvals, coding, or supporting
· Liaise with suppliers to resolve invoice queries and respond to enquiries in a timely manner information
· Identify and resolve invoice discrepancies, including pricing, coding, or duplicate invoices
· Ensure all invoices are posted within agreed deadlines to support payment runs and month-end reporting
· Maintain accurate and up-to-date supplier records, supporting verification processes where required
· Assist in monitoring aged creditors and highlight overdue or unusual balances to the Finance team
· Ensure appropriate documentation and audit trail is maintained for all transactions

	Payments (BACS) 
· Support the preparation and processing of BACS payment runs, ensuring all payments are accurate, complete, and processed in line with agreed deadlines
· Assist in compiling payment runs, ensuring all invoices are correctly authorised, coded, and supported by appropriate documentation
· Verify payment details, including supplier bank information, in line with internal controls and procedures.
· Liaise with the Senior Finance Assistant and authorised signatories to ensure timely approval and release of payments.
· Maintain accurate records and audit trails for all payments processed.
· Assist in resolving payment-related queries from suppliers and internal stakeholders.
· Identify and escalate any discrepancies or issues within the payment process.
· Ensure payments are processed in accordance with internal policies and financial controls.

	Personal Expenses
· Process employee expense claims, ensuring accuracy, completeness, and compliance with internal policies.
· Monitor expense submissions and proactively follow up with staff to ensure timely processing.
· Support employees across the organisation in understanding expense requirements and submission processes.
· Ensure all expense transactions are recorded in a timely manner to support month-end reporting.
· Maintain accurate records and audit trails for all expense claims.

	Fees Processing
· Record monthly fee returns from parishes, ensuring completeness and accuracy.
· Chase parishes for outstanding returns where required.
· Reconcile fee returns to income received
· Prepare payment requests relating to fee distributions for retired clergy and self-supporting ministers.

	Month end and Management Reports
· Support month-end processes, ensuring deadlines are met.
· To assist with review, investigation and adjustment of figures for the accounts preparation as required.

	Other Finance Duties

· Responsibility for the diligent filing and archiving of records.
· Responsibility for the accurate documentation of finance systems and processes.
· To identify, recommend and test improvements to the systems and processes to enhance efficiencies.
· To sort the Finance Team’s post on a daily basis and distribute as appropriate.
· To support the routine tasks of the Finance Team such as banking or encashment of cheques as required.
· To undertake other ad hoc tasks determined by the Director of Finance and Head of Finance Operations on a periodic basis.
· To provide cover and back up for other members of the Finance Team as required.




	FINANCE ASSISTANT PERSON SPECIFICATION
To enable us to shortlist in a fair and unbiased way it is helpful if you provide us with sufficient information to demonstrate how your skills and experiences meet or exceed the criteria outlined in the vacancy description.


	Attributes
	Essential 
	Desirable 

	Experience 
	· Experience of working in a busy finance transactional department
· Experience of performing bank reconciliations with confidence
· Experience of using accounting software with confidence
· Experience in documenting systems and processes accurately and concisely 
· Experience in implementing system enhancements

	· Experience of working for a charitable organisation
· Experience of basic financial controls (e.g. bank reconciliations etc)


	Education/ Qualifications 
	· AAT Level 2/3 (or equivalent experience)

	

	Skills/ Ability 
	· Good knowledge of Excel and confidence in using formulae
· Good all-round Microsoft Office skills
· A self-starter with a problem-solving attitude
· Able to investigate queries and perform ad hoc reconciliations
· Able to explain financial matters to non-financial colleagues
· Able to take responsibility for the accuracy of the finance data.
· Good written and oral communication skills
· Good telephone manner

	

	Personal 
	· Fully supportive of the Christian objectives and ethos of the Diocese of Bristol
· Good interpersonal skills with the ability to communicate with staff and customer at all levels
· A general willingness to be one of a team, to challenge current practice, not for its own sake, but to make best use of working hours
· Ability to maintain speed and accuracy
· Ability to work as part of a team as well as on own initiative
· Ability to work under pressure and to deadlines
· A desire to learn and apply the learning
· Ability to work within a busy open plan office environment.
· Maintain a positive attitude

	· To be willing to undertake travel as required.
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