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July 2018 
 
 
 
 
Dear Applicant 

 

Thank you for your interest in the post of Finance Officer.   

 

This information pack provides an outline of the role, the skills and experience that we are looking for, 

plus some further background to the post and Southwark Cathedral.  

 

To apply for this role, please visit http://pathways.churchofengland.org and enter the job reference: 

cofe/TP/2997/841. 

 

For an informal discussion about this post, please contact Toyin Tukasi, the Cathedral’s Finance 

Director, via email – toyin.tukasi@southwark.anglican.org 

  

The closing date is Thursday, 23rd August 2018.  Interviews for shortlisted applicants will take 

place during the first week in September 2018. 

 

We look forward to hearing from you. 

 

 

 

Matthew Knight 

Comptroller 
Southwark Cathedral  

http://pathways.churchofengland.org/
mailto:toyin.tukasi@southwark.anglican.org
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The Cathedral and Collegiate Church of St Saviour and St Mary Overie, Southwark 
 
Brief History 
 
A church has stood on the site of Southwark Cathedral for over 1,000 years.  Said to have been founded 
by St. Swithun, it later became an Augustinian Priory under the Normans.  It had the distinction of 
being the first 'gothic' church to be built in London and much of that early work can still be seen in the 
choir and retro-choir of the present church.  Following the Reformation, the church was neglected but 
was revitalised during the nineteenth century when the nave was rebuilt.  In recent years it has been 
beautifully restored and enhanced.  It became the Cathedral of the newly formed Southwark Diocese 
in 1905.  Many famous names have been linked with the church - St. Thomas a Becket, Geoffrey 
Chaucer and his friend John Gower, Bishop Lancelot Andrewes, William Shakespeare and his brother 
Edmund, John Harvard, founder of the American University, and Charles Dickens. 
 

Present Situation 

 
The Cathedral is situated on the south bank of the Thames adjacent to London Bridge in a largely 
business area.  It is also a Parish Church.  Only a small number of people are actually resident in the 
parish which comprises large commercial offices, two hospitals, the Cathedral Primary School and the 
Borough Market.  The local area has undergone tremendous change with the opening of the Globe 
Theatre, the Tate Modern, the Millennium Footbridge and the Jubilee Line extension station at London 
Bridge as well as numerous other redevelopments including The Shard and re-developed London Bridge 
station.  The normal Sunday morning congregation is eclectic with the many visitors from all over the 
world.  Sunday Evensong is Choral in the Anglican Tradition. 
 
The Cathedral Parish 
 
The Cathedral is the parish church to the surrounding area comprising the Borough Market, offices and 
some residential accommodation, and encompasses the area between the River Thames and Union 
Street and from the edge of the Tate Modern site to Hay’s Galleria.  The Cathedral is actively involved 
in the community through provision of pastoral care and in assisting the community to respond to and 
benefit from its changing environment.  
 
The Cathedral has a large and diverse congregation some of whom live in the parish but many more 
travel from all over London and some from the Home Counties to worship here. The electoral roll stands 
at more than 600 and has a large representation in the 30-50 age range. Attendance at the four Sunday 
services stands at an average of 600 each week with nearly 400 attending the main 11.00am Choral 
Eucharist. 
 
Staffing 
 
The Cathedral is staffed by a clergy team comprising the Dean, five Residentiary Canons and the 
Succentor.  The Dean and two canons are full time at the Cathedral while three Canons have diocesan 
responsibilities.  There is also a lay staff of 25 organised into Liturgy, Administration, Visitor Services, 
Works Department and Education teams.   
 
 
A Working Cathedral 
 
Apart from the normal round of daily services, and deanery and diocesan services, the Cathedral is in 
demand for special services and events of many kinds including consecrations, memorials, celebrations, 
school and college services, and presentation and degree ceremonies.  It regularly hosts conferences, 
seminars and exhibitions.  There are regular organ recitals and concerts.   
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Musical Tradition 
 
The Cathedral has a fine musical and liturgical tradition.  The Director of Music and the Director of the 
Girls Choir are responsible for the choirs, one comprising professional lay clerks and twenty-two boys 
who are drawn from local day schools which sings on Sundays, Tuesdays and Fridays, and a girls choir 
which sings on Mondays and Thursdays.  Both choirs have appeared on live broadcasts on BBC Radio 
3, have produced a number of recordings and undertaken successful foreign tours in Europe. The 
Merbecke Choir which draws its membership from former choristers also sings regularly in the 
Cathedral. 
 
Partnership Links 
 
The Cathedral has a number of partnership links with continental Cathedrals of different traditions and 
in different countries.  There is a link with the Roman Catholic Cathedral of Rouen and also with the 
Lutheran Cathedral in Bergen. The Cathedral is also linked formally with the Diocese of Masvingo in 
Zimbabwe. 
 
Cathedral Education Centre 
 
A full programme of activities for school children is run from the Education Centre.  These activities are 
designed to tie in with the National Curriculum and to enable the children to learn from experience.  
During the children's visits their time is split between the Cathedral and the Education Centre. In excess 
of 8,000 children per year visit the Cathedral in this way. 
 
The Millennium Buildings 
 
The Cathedral’s Millennium Buildings were opened by Nelson Mandela in 2001. The facilities include a 
refectory, Cathedral Shop and six conference rooms. These buildings provide many of the facilities used 
by the Cathedral’s trading subsidiary, Southwark Cathedral Enterprises Ltd, whose profits provide a 
critical element in the funding of the Cathedral’s work and mission. 
 

Visitor Services 

 
Visitor Services (Welcomers, Cathedral Guides, shop and refectory staff and the vergers team) play an 
important role in the life of the Cathedral; the welcome extended to visitors is an expression of the 
Cathedral’s purpose as a place of prayer and Christian worship, and the revenue earned helps maintain 
the Cathedral.  The Cathedral currently needs to generate in excess of £2 million each year to meet its 
running costs as the Cathedral Church of the Diocese of Southwark. 
 

The Vergers 

 
The Vergers play an important part in ensuring the proper functioning of the Cathedral as a place of 
worship and for the many other roles and activities which it serves. Working to the Head Verger, 
responsibilities participation in the Cathedral Services, security and Health and Safety matters, 
involvement in setting up of furniture and equipment for special events and restoration afterwards, and 
the maintenance of good order within the Cathedral in the context of a ministry of welcome.     
 

The Works Team 

The Works team’s responsibilities include care and maintenance of the Cathedral church, Millennium 

Buildings and our residential properties which provide housing for some of our clergy, musicians and 

vergers. They also play a key part in making sure the Cathedral site is a safe environment for our 

visitors and that the facilities that support our ministry and mission are kept in good working order. 
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JOB DESCRIPTION 
 

Job Title:  Finance Officer  

 

Salary:  £30,000 per annum 
 
Hours of work: 35 hours per week (excluding lunch breaks). Some flexibility may be 

required to allow attendance at evening meetings. 
 

Overview 
The Finance Officer will assist the Finance Director and the Comptroller with the financial 
management of the Cathedral including responsibility for the accounts of the Cathedral’s trading 
subsidiary, Southwark Cathedral Enterprises Ltd (SCE Ltd). 
 
We are looking for a dynamic, flexible and experienced Finance Officer who is familiar with Sage 
Line 50 accounting and payroll software and also capable of acting as committee secretary to 
the Board of SCE Ltd and the Cathedral’s Finance Committee. 
 
Context 
The Finance Officer will work under the direction of the Finance Director who is responsible for 
all financial management of the Cathedral and its trading subsidiary. This includes using Sage 
Line 50 software to record all financial transactions, using Sage Payroll for the staff payroll 
function, undertaking all associated work on VAT and PAYE returns to HMRC and making regular 
claims for gift aid. The finance team produce quarterly management accounts and cash flow 
forecasts for both the Cathedral and SCE Ltd and prepare the annual accounts of both entities 
in preparation for the audit. The team also work with the Comptroller in drawing up the annual 
budget for the Cathedral and SCE Ltd. 
 
There is a small team of volunteers who assist with financial functions such as counting the 
weekly collections, and assisting with gift aid claims. 
 
The post reports to the Finance Director. 
 
Principal Tasks 
 
Finance tasks 

 To keep the books of SCE Ltd using Sage Line 50; 
 To produce quarterly management and financial accounts for SCE Ltd (including bank 

reconciliations); 

 Responsible for payment of purchase invoices and analysis of sales receipts for SCE Ltd 
 Responsible for the processing of purchase and sales invoices and ongoing reviewing and 

maintenance of the customer and supplier ledgers 
 To follow up outstanding invoices and alert the Finance Director to action needed to 

collect amounts due; 
 To ensure that monies received from shop takings are counted and prepared for collection 

by the cash courier company; 

 To assist in preparing VAT returns for the Southwark Cathedral group registration; 
 To assist the Finance Director in preparation for the annual financial audit; 
 To assist the Finance Director in monthly payroll administration; 
 To assist the Finance Director and Comptroller in drawing up the annual budget for SCE 

Ltd; 

 T complete the monthly gift aid returns;  
 To be the treasurer of two small connected charities: The Rectory Trustees and the All 

Hallows Hunt Trust, keeping the accounts, preparing end of year financial statements and 
submitting these to the Charity Commission and arranging independent examination 
where necessary. 
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Administrative tasks 
 To act as committee secretary for the Cathedral’s Finance Committee (normally seven 

meetings a year), issuing the agenda and papers, taking minutes and arranging the 
meetings; 

 To act as minute secretary for the Board of SCE Ltd (normally five meetings a year), issuing 
the agenda and papers, taking the minutes and arranging the meetings; 

 To act as correspondent to the Rectory Trustees and All Hallows Hunt Trust, arranging 
trustees meetings (normally one each per year), taking minutes and completing all statutory 
returns to the Charity Commission. 

 
Other tasks 

 To produce ad hoc management information when requested; 
 To assist the Finance Director in negotiating contracts for office equipment (photocopiers, 

printers, franking machine) and ensuring contract papers and payments are in place for 
sign off by Comptroller; 

 To assist the Comptroller in managing rental leases for investment properties including 
liaising with tenants over rent and letting agents over tenancies. 

 
 
PERSON SPECIFICATION 
 

 Accounting qualification such as AAT or ACCA. 
 

 Proven experience as a Finance Officer, particularly in a small to medium-sized 
company 

 

 Thorough knowledge of accounting principles and procedures; 
 

 Ability to maintain processes and internal controls; 
 

 Experience of using Sage Line 50 accounting and payroll software; 
 

 Confident user of IT systems and software, (including Word, Access, Outlook);   
 

 Competent and regular user of Excel in the development and maintenance of 
spreadsheets, for producing financial data.  Able to use a wide range of functions, and 
tools, with a desire to learn more using own initiative. 

 

 Able to work on own initiative and to plan and prioritise workload effectively; 
 

 Able to remain calm when under pressure at busy times of the year; 
 

 Good communication skills, both written and oral, and ability to handle, and interpret, 
financial information for a non-financial audience;  
 

 A keen eye for detail and able to work quickly and accurately with large amounts of 
confidential information; 

 
 Good interpersonal skills, including the ability to liaise with a wide range of contacts and 

build and maintain effective working relationships; 
 

 Flexible and willing to work occasional evenings for meetings and events; 
 
 A good team player with ability to relate equally well to paid and voluntary staff; 
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 Able to demonstrate sympathy with the aims and objectives of Southwark Cathedral and 

a real enthusiasm for helping the Cathedral achieve its ambitious fundraising targets; 
 

 Able to prove the right to work in the UK. 
 

 

SUMMARY TERMS AND CONDITIONS 

 
This post is open to candidates who are in sympathy with the aims and objectives of the 
Christian church and the Anglican tradition.  The Cathedral encourages equal opportunities. 
 
The person appointed will be employed by Southwark Cathedral at its offices in Montague Close, 
London SE1 9DA. 
 
1 Salary:  £30,000 per annum. 
 
2 Hours:  Normal hours are 35 per week. This will include some evening work on 

occasions to cover meetings. 
  
3 Holidays:  34 days per annum including statutory bank holidays for this part-time post. 
 
4 Pension:  The person appointed will be eligible to join a defined contributions pension 

scheme managed by the Church Workers Pension Fund.  The Cathedral will contribute 
half of the annual premium of 10% of salary. 

 
5 Probationary period:  26 weeks. 
 
6 Notice period:  During the probationary period, the notice period is one week on either 

side.  After that the notice period will be one month on either side. 
 
7 Season ticket loan:  Once the probationary period has been completed satisfactorily, 

the person appointed will be eligible to take out a season ticket loan whereby the 
Cathedral will issue a cheque for the purchase of an annual season ticket and deduct 
the cost in equal monthly instalments from the salary. 
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