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JOB DESCRIPTION 
 

JOB TITLE: Management Accountant 

SALARY: £31,528 

RESONSIBLE TO: Director of Finance 

RESPONSIBLE 
FOR: 

Reporting to the Director of Finance the role of Management Accountant involves 
providing financial and administrative support to colleagues, assisting with setting of the 
annual budget, year end and providing budgetary support to budget holders within 
Edward King House. 

CONTRACTUAL 
STATUS: 

12 Month Fixed Term Contract (Maternity Cover) 

KEY 
RELATIONSHIPS: 

Director of Finance 
Diocesan Secretary 
Parishes 
Trust and Asset Manager 
Property Team 
DAC Team 
HR 
 

MAIN LOCATION: Edward King House, Lincoln, LN2 1PU 
 

HOURS OF WORK: 37.5 hours per week. It will be necessary for the person appointed to work flexibly, 
including evenings and occasional weekends, for which appropriate Time Off in Lieu 
[TOIL] arrangements can be made. 
25 days annual paid leave is also provided plus Bank Holidays. 
Up to four discretionary days leave. (Edward King House is closed between Christmas 
and New Year) 

JOB SUMMARY:  To aid managerial planning and decision making tasks by providing appropriate 

financial information and undertaking related accounts administration 

KEY DUTIES AND 
RESPONSIBILITIES: 

1. Review daily transactions to ensure that all postings are accurate and that the  
correct coding is being used. 

2. Production of accurate and well-presented management accounts, forecasts and 
variance analysis in line with defined timescales for review by the Director of 
Finance. 

3. Preparing accurate and well-presented information for including within the 
annual budget cycle. 

4. Preparing and reconciling all control and balance sheet accounts on a monthly 
basis.  

5. Overview of the Glebe accounts and finances – primary finance contact  
6. Maintain control of Parish Share contributions including correspondence with 

relevant parties, chasing and supporting parishes in ensuring that parish share 
collection rates are increased.  

7. Ensure all request for payment of parish share are sent to parishes in a timely 
manner. 
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8. Generate and send out monthly management reports to Budget holders and 
arrange to meet with Budget Holders to review their reports on a 
monthly/quarterly basis. 

9. Developing and managing policies and procedures ensuring that the correct 
financial controls are in place.  

10. Reviewing existing systems and keeping these up to date with changes in 
accounting practices. 

11. Support the Finance Assistant with the provision of prepayments, accruals, 
journals 

12. Complete the VAT return for inspection by FD and reconcile 
13. Assist with the production of the year end statutory accounts. 
14. Oversea the purchase and sales ledger accounts. 
15. Supervising colleagues on their day to day work and assisting where necessary 
16. Dealing with customer and supplier queries on a daily basis and solving in a 

professional manner 
17. Deal with telephone queries or other ad hoc requests from suppliers and 

internal customers 
18. Undertake such other reasonable duties as may be required from time to time 

that are consistent with the responsibilities of the grade.   

CONTINUED 
PROFESSIONAL 
DEVELOPMENT 

The Diocese has an Appraisal process which encourages appropriate training and 
development of skills and experience. In addition to any training or development judged 
essential to undertaking the duties of this post.  

PERSON SPECIFICATION 
 

CATEGORY ESSENTIAL DESIRABLE HOW  
ASSESSED 

QUALIFICATIONS 
& SKILLS 

 CCAB qualified/working towards 
a professional qualification or 
equivalent experience 

 Experience of working both 
collaboratively and 
independently on a variety of 
projects at any one time  

 Excellent communication and 
presentation skills (written, face 
to face) 

 Experience of using financial 
software 

 Solid knowledge of financial and 
accounting procedures 

 Advanced MS Excel skills 

 Knowledge of financial 
regulations 

 
 
 
 
 
 
 

 
 
 
 Use of Exchequer software 
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EXPERIENCE  Appropriate experience in the 
area of finance and  budgeting  

 Experience of working in a busy 
finance department 
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KEY 
COMPETENCIES 

 Proven ability to plan and 
prioritise work and work over a 
sustained period without 
detailed supervision 

 Excellent analytical and 
numerical skills 

 A team player who can work well 
with colleagues in the Diocesan 
Office, parish priests and local 
church leaders 

 Willingness to work flexibly and 
outside of normal working hours 
as required 

 A, R, I 
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A = Application R = References I = Interview P= Presentation 

General responsibilities  

The post holder will comply with all standards, policies and procedures set by the diocese including, but not 

limited to, those governing child protection, health and safety, GDPR, confidentiality and equal opportunities.  

The post holder is required to:  

 Support the ethos, aims and objectives of Christianity, the Church of England and the diocese. 

 Keep up to date with developments in their area of work.  

 Participate in performance management and appraisal. 

 Engage in training and continuous professional development activities.  

The post holder may be required to work outside normal office hours including evening and occasional weekend 

working, subject to time off in lieu.  

This job description details responsibilities but is not prescriptive and does not direct any particular priorities or 

amount of time to be spent carrying out the duties. It is not necessarily a comprehensive definition of the post, 

and the post holder may be required to undertake other duties and responsibilities commensurate with the level 

and scope of the post. This job description may be subject to amendment, to meet the changing needs of the 

diocese, following appropriate consultation. 


