
 
 

DIOCESAN BOARD OF FINANCE 

JOB PROFILE 

 
JOB TITLE:    Stewardship Officer (fixed-term) 
 

HOURS OF WORK:   Full-time – 35 hours per week 

 

SALARY SCALE: £29,982 to £31,696 

 

FUNDING:  This post is partly funded by the Church of England Giving 

Advisor Fund for a period of five years.  

 

ACCOUNTABLE TO:   Lead Stewardship Officer 
 
KEY RELATIONSHIPS:   Lead Stewardship Officer 
                                                     Stewardship Officers 
                                                     Other Diocesan Finance Officers 
  Incumbents 
  Treasurers   
  Archdeacons 
  
 
BACKGROUND  
The Diocese of Leeds came into existence at Easter 2014 following the dissolution of the 

former Dioceses of Bradford, Ripon & Leeds, and Wakefield. It covers the whole of West 

Yorkshire, the western part of North Yorkshire, and small parts of South Yorkshire, Lancashire, 

and County Durham. The Diocese has 462 parishes and 656 church buildings. 

During 2018, the Diocese launched its Strategy Framework, which brings to life the Diocesan 

Vision of ‘Confident Christians, Growing Churches, and Transforming Communities’.  

The strategy includes goals that ensure income is maintained to fulfil all Diocesan-wide 

mission objectives. 

In order to achieve this, we need to ensure parishes recognise and understand the importance 

of Parish Share, and have the required support to maintain or increase their contributions as 

requested. The Stewardship and Income Generation team play a key role in helping Parishes 

remain financially sustainable and are able to contribute to the Parish Share system. With 

funding from the National Giving Strategy we are able to appoint a third member to join our 

team. 

 

https://en.wikipedia.org/wiki/Diocese_of_Bradford
https://en.wikipedia.org/wiki/Diocese_of_Ripon_and_Leeds
https://en.wikipedia.org/wiki/Diocese_of_Wakefield


 

 
 

Our Values 
The Diocesan values, Loving, Living, Learning, are vital to the way we encourage equality, 
diversity and inclusion in our workplace.  We aim to: 

• Love God, the world and one another. 

• Live in the world as it is, but, drawn by a vision of something better, we want to help 
individuals and communities flourish, 

• Learn when we get things wrong, by listening and growing together. 

 



 

 
 

JOB DESCRIPTION 
 
 
JOB PURPOSE 

• To increase the profile and levels of giving and generosity by sharing stories of 

generosity and abundance.  

• To give our people in our parishes the confidence and ability to generate income for 

themselves by offering resources and support. 

• To be part of service that is respected and valued for its contribution to increasing 

overall Diocesan income. 

 

KEY RESPONSIBLITIES 

 

Encouraging Generous Giving  

As part of the Stewardship Team, to continue to build a culture of generous giving in the 

Diocese by: 

• Inspiring giving and strengthening discipleship by encouraging the recognition of the 

principles underpinning Christian giving and the Parish Share system. 

• Speaking on Christian giving and generosity in parishes and deaneries in training 

sessions (online and in person), worship, and other gatherings.  

• Offering training and support for new methods of giving e.g. online giving, 

contactless giving, the Parish Giving Scheme as well as encouraging good practice in 

key areas such as legacies.  

• Developing training programmes and resources for the Digital Learning Platform, in 

partnership with other Diocesan Teams and the National Giving Team. 

• Working proactively with a breadth of parishes, (reflecting our demographic, 

economic and ethnic diversity), to help them develop effective and creative giving 

practices and to support treasurers with their role.  

• Consulting with Archdeacons to plan and prioritise support for parishes to help 

develop their culture of generosity, improve their giving levels and their financial 

sustainability. 

• Responding to invitations from parishes to talk about church financial matters, 

generosity, giving and gratitude and communicating ideas for building a generous 

church thereby improving their financial stability. 

• Liaising with the Finance team concerning parishes as necessary. 

• Keeping the website and digital learning platform updated with key information. 

 

Working with the Lead Stewardship Officer: 

• Promoting the National Giving Campaigns. 

• Promoting online and digital giving widely and assisting parishes with 

implementation. 

• Promoting and administering the Diocesan Grants schemes. 

• Act on information received from parishes. 



 

 
 

 

Working with the Clergy and Lay Training Teams: 

• Identify training needs amongst clergy and laity with regards to generosity, gratitude 

and giving. 

• Deliver training online and face to face and develop training materials and resources. 

• Help to establish a network of people willing to preach about generosity in their 

deaneries and not just in their own church. 

 

Working with the Diocesan Financial Accountant and external consultants: 

• Advising parishes on aspects of book-keeping, accounting, gift aid, treasurer 

responsibilities and charity law. 

 

Working with the Diocesan Advisory Committee: 

• To identify churches undertaking works requiring a faculty and who need to apply for 

grant funding and fundraising in the community. 

 

Communication, training and support  

• To build good working relationships with clergy and lay people throughout the 

differing church traditions in the Diocese.  

• To advise and signpost parishes to good practice and resources, accounting and 

budgeting support and funding sources for specific projects, including working closely 

with colleagues across other departments. 

• To maintain external links with the Regional and National Stewardship Network and 

other organisations.  

 

KEY ANTICIPATED ROLE OUTCOMES 

Principally, the person in this role will be responsible for ensuring clergy and laity are skilled 
and confident to talk about the theology of generosity and giving and advise them on 
building a generous church. This will be monitored through annual feedback questionnaires 
and feedback given after training sessions. 
 

KEY ANTICIPATED TEAM OUTCOMES 

• To increase in-depth financial support from 5 parishes in 2020 to 30 parishes in 2021 

• To assist parishes in setting up online giving from an estimated 10% of parishes 

presently to 20% in 2021 and another 10% each year thereafter.  

• To assist parishes in setting up a digital contactless giving device from an estimated 

10% of parishes presently to 20% in 2021 and another 10% each year thereafter.  

• To increase active legacy promotion from an estimated 10% of parishes to 20% in 

2021 and another 10% each year thereafter.  

 
ANY OTHER DUTIES 
The post holder will be required to work occasional evenings and weekends as required. This 
job description provides a guide to the duties and responsibilities of the post and is not an 



 

 
 

exhaustive list.  The post holder may be asked to undertake any other relevant duties and 
responsibilities appropriate and commensurate to the post.   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 

 



 

 
 

Person Specification 

 

Experience and qualifications   

The ability to communicate in a clear and lively manner both in writing and verbally Essential 

Experience of successfully delivering projects Essential 

Experience of working with volunteers Essential 

Experience of co-ordinating, planning, designing and leading training sessions aimed at 

a variety of audiences 
Essential 

Experience in a Christian Stewardship and /or Fundraising role Desirable 

Graduate, a degree or equivalent level of education Desirable 

Experience in seeking and applying for funding from grant making bodies Desirable 

Experience in book-keeping, accounting, treasurer responsibilities and charity law Desirable 

 

Skills/Aptitudes   

An understanding of, and a commitment to the promotion of, the principles and 

practice of Christian generosity and giving and a willingness to teach others 
Essential 

Understanding of, and an ability to develop, good relationships and work with 

representatives of the churches in the Diocese regardless of their church traditions 
Essential 

Excellent IT competency in Word, PowerPoint and Excel Essential 

Highly organised, able to work to tight deadlines and manage conflicting priorities Essential 

Ability to deal sensitively and diplomatically with a range of people Essential 

An understanding of diversity and cross-cultural dynamics Essential 

Ability to maintain a high level of confidentiality Essential 

A willingness and ability to work evenings and weekends as required Essential 

A car driver, or able to travel to all parishes within the Diocese Essential 

An understanding of the challenges facing local churches Desirable 

An understanding of the range of digital giving technologies available to churches Desirable 

 

 

 



 

 
 

Character and personal qualities   

A desire to serve churches in the Diocese of Leeds with a passion for resourcing 

mission and ministry, enabling spiritual and numerical growth. 
Essential 

Have a clear customer-focused outlook Essential 

Being an active worshipping member of the Church of England or a church in 

communion with it 
Essential 

The aspiration to reflect the Diocesan values in both personal and professional 

conduct and communication with colleagues, diocesan stakeholders and other 

contacts 

Essential 

Be self-motivated, with the ability to work well both independently and as part of a 

team 
Essential 

 
This post is subject to an Occupational Requirement that the post-holder be a practising Christian 

under Part 1 of Schedule 9 of the Equality Act. 


