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JOB TITLE:   Finance Manager 
 
GRADE:   Band 4 
 
LOCATION:   Church House, Great Smith Street, London SW1P 3AZ 
   
ACCOUNTABLE TO: Deputy Chief Education Officer (Operations) 
 
RESPONSIBLE FOR:  Financial Accounting and Budgetary Management 
 
KEY RELATIONSHIPS: Honorary Treasurer and National Society Council 
 Church of England Education Office staff 
 National Society Investment Brokers 
 Department for Education Inspections Division officials 
 External Auditors 
 
BACKGROUND:  The Church of England is the largest single provider of education in 

England with one million students attending 4,700 Church of England 
schools.  The Church of England’s Vision for Education outlines our core 
purpose in education as we seek to be deeply Christian, serving the 
common good.  We now seek to build capacity across the Education 
Office so that “developing leaders, shaping policy, and creating capacity” 
form an integrated strategy for the church’s national work in education. 
 
The Church of England Education Office’s mission is to advance at a 
national level the breadth of education work by equipping a new 
generation of young people to shape society and contribute meaningfully 
to today’s increasingly complex and globalised world. 
 
You will be joining a truly wonderful team which works dynamically and 
collaboratively to develop a movement for education which offers a 
vision of human flourishing which embraces spiritual, physical, 
intellectual, emotional, moral and social development. This work is a vital 
part of the mission of the Church of England and sits at the heart of the 
objectives of the Archbishops’ Council. 
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JOB SUMMARY: The Education Officer Finance Manager is expected to deliver:  

• accurate and timely management reporting for the National Society 
and the Education department of the Archbishops’ Council 

• technical compliance and best practice financial accounting for the 
National Society 

• effective and efficient financial transaction processes that meet 
agreed service levels  

• effective internal controls and compliance 

 
The Finance Manager has responsibility for the provision of complete 
accounting, budgetary and financial advice, management and reporting 
for the National Society, the Education department of the Archbishops’ 
Council and the Foundation for Educational Leadership.  This includes the 
management of the National Society’s finance system, Sage.   

 
Following the appointment of a new Deputy Chief Education Officer 
(Operations), it is an exciting time to join the team, with significant 
changes underway to improve the service we offer to our stakeholders.  

 
We are seeking a dynamic, self-motivated finance professional with 
strong business acumen, to play a key role in the development of our 
financial reporting capacity.   

 
Managing all aspects of statutory reporting, you will also lead the 
delivery of customer-focussed, efficient transaction processing and cash 
management services within a robust control environment.  You will be 
passionate about delivering best practice.  

 
You will have excellent interpersonal skills and will be confident in 
developing effective relationships with internal and external 
stakeholders. You will promote collaborative working across the 
Education Operations team and the wider department to ensure high 
standards of service for our customers.  

 
 

MAIN DUTIES AND RESPONSIBILITIES:  
 
Financial Accounting 

• Deliver statutory accounts for the National Society and associated Board 
and Committee reports, in line with applicable timetables and regulatory 
requirements 

• Keep up-to-date with relevant legislation (including but not limited to UK 
GAAP, Charity SORP, etc.) and best practice external reporting, to ensure 
that the National Society’s statutory reporting is fit for purpose 

• Provision of guidance and technical accounting support as required 

• Manage the relationship with external auditors and other professional 
advisors  

Management reporting 
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• Develop and deliver regular management reporting and management 
information 

• Work closely with the Deputy Chief Education Officer (Ops) and other 
DCEOs to formulate a robust comprehensive budget and well-informed 
forecasts at key points in the reporting cycle 

• Work closely with the Finance Business Partner – Archbishops’ Council to 
ensure that the Education department’s management reporting is 
accurate and timely, and contribute to the Archbishops’ Council’s 
budgeting and forecasting cycles.  

 
Transaction processing & cash management 

• Ensure financial systems and processes are well-documented, including 
ensuring that financial controls are well-designed and implemented 

• Foster a culture of continuous improvement, identifying ways to drive 
efficiency through redesign and development of financial processes, 
implementing new solutions where applicable 

• Develop, maintain and agree service level definitions for transaction 
processing teams  

• Identify and report on appropriate key performance indicators to 
monitor compliance with service level agreements and identify 
opportunities for improvement. 

• Ensure effective cash management, including the development and 
production of relevant cash flow forecasting and reporting as required by 
each entity 

• Manage short term investments, including identifying opportunities, 
producing relevant analysis and reporting, and ensuring compliance with 
treasury policies 

 

Internal controls and compliance 

• Ensure all income and expenditure (including capital expenditure) is 
correctly accounted for within a robust control environment 

• Management of the balance sheet, including reporting against 
budget/forecast, and completion of relevant control procedures such as 
balance sheet reconciliations 

• Ensure the smooth, well-controlled and timely delivery of month end and 
year end close, working across the Finance administrators to develop and 
improve this in line with best-practice methodology  

• Develop and deliver compliance reporting to ensure adherence with 
financial control procedures and data quality requirements, including for 
example, reporting on retrospective purchase orders, staff and volunteer 
expenses, corporate credit cards etc 

• Ensure adherence to policies, including but not limited to Journals, 
Expenses, Corporate Cards, Anti-fraud, Gifts & hospitality etc. ensuring 
these are reviewed and maintained regularly 

• Promote enhanced financial literacy and financial accountability across 
the department, delivering relevant training to staff as required 

 

Collaborative working 
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• Work with relevant parties to ensure that the finance systems (SAGE and 
SAP) are being used effectively, including taking full advantage of 
available system functionality and ensuring that data structures 
(including the chart of accounts and reporting hierarchies) are optimised 
to facilitate effective internal and external reporting 

• Work with the Finance Business Partner for the Archbishops’ Council, and 
the wider NCI Finance Team to ensure that the Education department 
complies with NCI policies and procedures, and to support internal and 
external financial reporting and planning 

• Work to improve data quality in the Finance systems, in relation to both 
income and expenditure, as well as supplier record management 

• Work closely with other members of the Education Office, lead and 
facilitate the resolution of finance issues, and ensure that pertinent 
financial information (relating to processes and deliverables) is 
appropriately shared with relevant individuals.  

• Ensure that issues and key information are escalated to the Deputy Chief 
Education Officer (Operations) in a timely fashion.   

• Facilitate departmental improvement projects from a finance 
perspective 

• Maintain effective working relationships with the wider Church 
 

Other 

• Deputise for the Deputy Chief Education Officer (Operations) as required 

• Undertake relevant business continuity planning and risk management 
activities for the core operational aspects of the Finance function 

• Promote effective working relationships with key internal and external 
stakeholders, the latter including Investment Brokers, External Auditors 
and other key suppliers 

 
The main duties and responsibilities of your post are outlined in your job 
description. This list is not exhaustive and is intended to reflect your main 
tasks and areas of work. Changes may occur over time and you will be 
expected to agree any reasonable changes to your job description that 
are commensurate with your banding and in line with the general nature 
of your post. You will be consulted about any changes to your job 
description before these are implemented.  
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PERSON SPECIFICATION: 
 
Essential 
 
Education: 

• Professional accounting body qualification (e.g CIMA, ACCA, ACA) or significant proven 
experience gained from a similar position (QBE) 

 
Skills/Aptitude: 

• Ability to enhance and manage financial systems strategically 

• Excellent IT skills including advanced Excel and data manipulation skills: Excel, Word and 
Outlook are essential 

• Excellent written and oral communication skills 

• Well organised and able to manage competing priorities to tight deadlines 

• Ability to work calmly and effectively under pressure 

• Excellent interpersonal skills and a collaborative approach; able to achieve cooperation and 
results from others despite not line managing t hem directly  

• Strong finance system skills, with a good understanding of data structures and chart of accounts 
optimisation 

 
Knowledge/Experience: 
• Experience gained from working as a financial professional covering all aspects statutory 

reporting for a large organisation 
• Demonstrable experience of implementing and improving financial systems and processes 
• Experience of facilitating change initiatives 
• Able to motivate, empower, and support colleagues to enable success within the department, 

especially where this pertains to finance 
• Good understanding of best practice financial processing techniques and up-to-date with 

relevant technology solutions 
• Experience of producing reporting at CEO and Trustee Board level 
 
 
Desirable 
 
• SAGE and SAP experience 
• Project management experience 
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GENERAL INFORMATION: 
 
Who we are and our values 
 
We in the National Church Institutions support the mission and ministries of the Church locally and 
throughout England. We work together in our teams, with those who serve in Parishes, Dioceses, 
Schools and other ministries and with our partners at a national and international level.  
 
We have developed our NCI ‘people’ values which are below, and we work with these regardless of 
whether we are of Christian faith, another faith or no faith; 
 
 
Excellence: 
we take pride 
in doing a 
good job 

• Understand the needs and expectations of those we serve and support 

• Take personal responsibility for solving problems and learn from what we 
do 

• Support what works but be open to and welcome change where it’s 
needed  

• Work with others to get the best Result for those we serve and support 
Respect:  
we treat 
everyone 
with dignity 

• Value people for who they are and embrace our differences 

• Listen and learn from each other, regardless of who or what we are 

• Set clear, realistic and fair expectations 

• Recognise achievement and support each other 

Integrity: we 
are 
trustworthy 

• Do what we have said we will do 

• Take accountability for what we do 

• Be open and straightforward with ourselves and others 

• Celebrate behaviours that support our values and challenge those that 
don’t 

Our training, policies, procedures and practices are all intended to support behaviours in line with our 
values and we expect all staff to uphold these.  
 
Diversity 
 
We understand the benefits of employing individuals from a range of backgrounds, with diverse 
cultures and talents. We aim to create a workforce that: 
 

• values difference in others and respects the dignity and worth of each individual 

• reflects the diversity of the nation that the Church of England exists to serve 

• fosters a climate of creativity, tolerance and diversity that will help all staff to develop to their full 
potential.  

 
We are committed to being an equal opportunities employer and ensuring that all employees, job 
applicants, customers and other persons with whom we deal are treated fairly and are not subjected 
to discrimination. We want to ensure that we not only observe the relevant legislation but also do 
whatever is necessary to provide genuine equality of opportunity. We expect all of our employees to 
be treated and to treat others with respect. Our aim is to provide a working environment free from 
harassment, intimidation, or discrimination in any form which may affect the dignity of the individual. 
 

Standards of Behaviour and Conduct 
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Staff are expected to act at all times with due consideration for others and in a manner befitting their 
position as employees of the Church and as professionals, whatever their job. 
 
Health and Safety Responsibilities 
 
The NCIs take Health and Safety at work very seriously and require their staff to familiarise themselves 
with, and follow, their policy. 
 
Confidentiality 
 
Staff must not pass on to unauthorised persons, any information obtained in the course of their duties 
without the permission of their Head of Department. 
 

TERMS OF EMPLOYMENT: 
 
Salary: Salary will be within the NCI Band 4 categories.  
  
Pension Contributions: Non-clergy staff will be admitted to the Church Administrators Pension 

Fund (CAPF, DC Section). Clergy already in the Church of England Funded 
Pensions Scheme (CEFPS) will have the option of either remaining in this 
scheme or joining the CAPF scheme. 

 
There is no contracting – out certificate under the Pension Schemes Act 
1993 in force for this employment in relation to the CAPF and CEFPS. 
Both CAPF and CEFPS members are contracted-in to the State Second 
Pension. 

 
Hours of Duty: Normal hours of work are 35 per week, Monday to Friday with an hour’s 

unpaid break for lunch   
  
Annual Leave: 25 days paid leave per leave year. This is exclusive of public holidays and 

additional holidays approved by your employer.  
 
Season Ticket Loan: Staff are eligible to apply for an interest-free travel season ticket loan for 

their journey to and from work. 
 
Contract: The post is offered as an open-ended contract, subject to a six month 

probationary period. 
 
 
 


