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JOB TITLE: Tax Manager – National Church Institutions 
 
GRADE:   Band 3 
 
LOCATION: Church House, Great Smith Street, London SW1P 3AZ 
 
ACCOUNTABLE TO: Head of Tax 
 
RESPONSIBLE FOR: Assisting the Head of Tax in all matters, including Corporation 

Taxation and VAT and Company Secretariat issues 
 
KEY RELATIONSHIPS: Head of Financial Accounting & Operations, Financial 

Accounting Manager, Financial Accountant, Chief Operating 
Officer, Asset Fund Manager, Property Managers, 
Investment Officers, and External advisers 

 
OVERVIEW 
 
The National Church Institutions (NCIs) are national administrative bodies that work 
together to support the mission and ministry of the Church of England. Their activities are 
hugely varied, ranging from management of a multi-billion-pound investment fund, to a 
grant-giving charity, a housing service for retired clergy and the administration of four multi-
employer pension schemes.  
 
The NCIs are all charities and while charities are not exempt from paying all taxes they do 
benefit from a number of charity exemptions on certain activities. The NCIs are involved in 
activities that fall both inside and outside the scope of these exemptions, and therefore the 
tax implications need to be actively monitored and managed. 
 
The Tax Team is part of the Finance & Resources Department, which is a shared services 
function working across the NCIs to provide a comprehensive, cost-effective finance service 
to each organisation. The Tax Team is responsible for providing tax advice and support to 
the NCIs.  
 
In particular, advice is provided in support of the property and investing activities of the 
Church Commissioners; advising on the Pensions Board investing activities; and optimising 
the recovery of VAT for each of the main NCIs. The Tax Team is also responsible for 
ensuring that all tax and VAT compliance matters are dealt with in a timely and accurate 
manner. 
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As the Tax Team requires a detailed knowledge of all entities administered and managed, 
the Tax Team is also responsible for all Company Secretarial matters not only for corporate 
entities but also for all charities and trusts administered by the NCIs. 
 
We are seeking a qualified tax professional, with strong technical skills who is able to 
proactively manage a broad workload (including both direct and indirect tax), for a range of 
internal client organisations. Experience of complex investment transactions including 
property transactions and the tax considerations arising would be a distinct advantage.  
 

POST INTRODUCTION 

 
The Tax Manager works with the Head of Tax to deliver a comprehensive tax advisory and 
compliance service to the NCIs, deputising for them as appropriate. The post holder will:  

• assist the Head of Tax in all matters including the development, implementation, and 
management of the NCIs’ taxation strategy. 

• ensure that early advice is given to colleagues on the tax implications of any new 
investment or operational activity. 

• promote the profile of the tax team across the NCIs to ensure that they are consulted 
on relevant matters at an early stage. 

• ensure that any activities the NCIs undertake are assessed to ensure those not 
falling within the charitable tax exemptions are identified and managed efficiently. 

• ensure that a high-quality service is consistently provided in accordance with the 
SLA. 

• ensure that all statutory filing requirements are met with HMRC, Companies House, 
and the Charity Commission, and that statutory records are maintained. 

• ensure that all trusts and restricted funds are properly administered, and appropriate 
records maintained. 

 
MAIN DUTIES AND RESPONSIBILITIES: 
 
The role is to assist and act in conjunction with the Head of Tax in the following areas: 
 
Advisory work 
To provide and document advice in relation to the following matters:  

• Investment including private equity and various situational funds in the UK and 
overseas 

• Real estate transactions with particular regard to exposure to SDLT, VAT, and 
Corporation Tax 

• Structuring trading and other activities which do not have a primary charitable 
purpose, through appropriate use of subsidiaries to minimise tax exposure 

• Reviewing, negotiating and agreeing VAT recovery methods (including partial 
exemption special methods)  

• Structure of new charitable funds and trusts 

• Reviewing existing trusts/restricted funds to assess whether they have an ongoing 
need or whether funds can be spent out 

• Providing advice in relation to the appropriate treatment of various NCI activities 

• Providing ad hoc support and advice in relation to other tax matters which may 
arise, including for example PAYE considerations 

 
Compliance 

• Preparing and submitting Corporation Tax returns for:  
o Four key NCIs [Archbishops’ Council, Church Commissioners, Church of 

England Pensions Board and Church of England Central Services] 
o The various trading subsidiaries and partnerships 
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o Pensions schemes 

• Preparing and submitting Quarterly VAT Returns for seven different VAT Groups 
with the NCIs including those of the Church Commissioners and the Pensions 
Board which are subject to more complex partial exemption calculations 

• To assist the financial reporting and accounting teams as and when necessary in 
particular in respect of year end reporting and the preparation of subsidiaries’ 
accounts 

• Providing technical updates and training for staff in relevant areas to ensure that 
they have the appropriate level of knowledge of tax matters, especially VAT 

• Assisting development and maintenance of finance owned policies, e.g. anti-fraud 
and anti-bribery policy 

• Assisting the financial reporting and accounting teams as and when necessary in 
particular in respect of year end reporting and the preparation of subsidiaries’ 
accounts 

• Ensuring appropriate records for all entities are maintained so that all entities are 
governed appropriately and according to the relevant law 

 
Company Secretarial compliance 

• Maintaining company records, minutes of Board Meetings, submitting annual 
returns, updating Companies House and/or the Charity Commission, and dealing 
other administrative matter for: 

o All subsidiaries of the NCIs [Archbishops’ Council, Church Commissioners, 
Church of England Pensions Board and Church of England Central 
Services] 

o All trusts and charities administered by the NCIs 

• Governance matters including indemnity and insurance arrangements for Directors 

• Ensuring existing trusts/restricted funds have governing documents are in place 
and government structures are complied with 

 
External parties (inc. advisors and HMRC) 

• Liaising with external advisors as required to ensure the delivery of a high-quality 
service which is highly adaptable and able to meet the changing needs of the NCIs 

• Maintaining a good working relationship with HMRC to assist in achieving timely 
and appropriate resolution of issues as and when they arise, including the 
agreement of appropriate special methods for partial exemption etc.  

 
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: 

 

• Member of CCAB organisation or equivalent professional accounting body, or CTA 
qualification, or similar 

 
Skills/Aptitudes: 
 

• Ability to identify and resolve complex tax issues. 

• Ability to work under pressure and use own discretion to prioritise work to meet 
deadlines 

• Good interpersonal skills; able to develop effective working relationships with 
internal clients and external advisors 

• Strong attention to detail, with the ability to analyse data and extract pertinent 
information 

• Excellent numerical and written skills with the ability to communicate both orally and 
in writing at all levels 

• Able to work on own initiative and as part of a team 

• Excellent IT skills, including confidence to utilise Excel effectively 

• Able to communicate complex issues to lay persons, and to translate technical 
requirements into practical application 

 
Knowledge/Experience: 

• Experience of managing tax affairs of, or supporting/advising in-house teams of, 
complex organisations (incl. CT Returns etc.) 

• Experience of, and providing advice concerning, fund agreements and complex off-
shore corporate structures 

• Understanding complex investments 

• Understanding of international investment activities  

• Good knowledge of VAT (particularly in relation to property) and partial exemption 

• Experience of working effectively with HMRC, maintaining positive relationships and 
negotiating complex arrangements 

 
Desirable 
 
Knowledge/Experience: 
 

• Experience of dealing with tax and VAT as it impacts charities 

• An understanding of legal and administrative matters relating to corporate bodies 
and charities 

• Good knowledge of the legal structuring of property transactions 

• An aptitude for identifying process improvements and managing subsequent change 

• Knowledge of SAP software 

• Knowledge of accounting in a property environment 
  



July 2018 

GENERAL CONDITIONS: 
 
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; and 

• 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 
 
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. 
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TERMS OF EMPLOYMENT: 
 
Starting Salary: Salary is £60,000pa 
  
Pension Contributions: Non-clergy staff will be admitted to the Church Administrators 

Pension Fund (CAPF, DC Section) unless they choose to opt 
out. 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: 30 days paid leave per leave year. This is exclusive of public 

holidays and additional holidays approved by your employer. 
The leave year runs from 1st January to 31st December. 

 
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 on an open-ended contract. 
 
APPLICATIONS 
 
Contact Details 
 
Applications should be made directly via the Pathways website. 
 
 


