
 

 

Operations and Generosity Support Officer 
 
 

The Diocese of Sheffield is called to grow a diverse network of Christ-like, lively and sustainable 
Christian communities in every place which are effective in making disciples and in seeking to 

transform our society and God’s world. 
 

Advert 

This role has been created to bring good bookkeeping procedures and efficient administration systems 
to Anglican churches across South Yorkshire and into the East Riding.   Your customers will be Church 
Treasurers, Churchwardens and other office holders who are usually volunteers serving their 
community and this project will free church leaders to be even more effective locally.  
 

This role will be part of a wider Mission Area Finance & Resources Team working alongside other key 

specialists working together collaboratively to meet the needs of Parishes and Mission Areas. 

This role is externally funded and are initially available until December 2026.  

We welcome applications from candidates reflecting our diverse communities and encourage working 

part time or flexibly including evenings. Candidates will be skilled to equip others and be sympathetic 

to the mission of the Church of England. 

 

Applications: Please show how you meet the person specification by completing the application 

form on our website www.sheffield.anglican.org/other-vacancies and return to 

admin@sheffield.anglican.org 

Closing date:  Thursday 16 June 2022 at midnight 

Interview date to be confirmed 

For an informal conversation about the role please Contact Libby Culmer – Church Operations and 

Generosity Development Team Leader libby.culmer@sheffield.anglican.org or Alex Shilkoff – 

Strategic Programme Director alex.shilkoff@sheffield.anglican.org to arrange a suitable time. 
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Job Description 

 
 

JOB TITLE:      Church Operations and Generosity Support Officer 

EMPLOYER:      Sheffield Diocesan Board of Finance 

RESPONSIBLE TO:    Operations and Generosity Development Team Lead 
 

RESPONSIBLE FOR:   n/a 

LOCATION:  Church House, Rotherham, in parishes and home working 

CONTRACT TYPE:  Full time, 35 hours per week but we are open to part time 
options 

 

Main Purpose of the Role 

This role is part of a new team that will be a key element of our Mission Area Support Team: a multi-

disciplinary team that supports church life. Centrally employed but deployed locally to support 

Parishes across the Diocese to build robust systems and processes around administration and financial 

management. The roles are externally funded as part of a bid to the Church of England Transformation 

Fund which will help us to deliver our strategy and reach our vision. 

The post holder will engage with Parishes to provide practical support to help promote good practices, 

financial stewardship and planning. They will also assist Parishes to apply for external funding 

opportunities and access training and support both internal and externally. 

This role will be part of a wider Mission Area Finance & Resources team working alongside other key 

specialists in a range of areas working together providing Strategic and critical support.  

 
 
 
  



 

Main Duties and Responsibilities 

The key purpose of the Operations and Generosity Support role is to support Parochial Church 
Councils (PCCs) and leadership teams across Mission Areas to develop robust systems of 
administration and financial management. This will be through a mixture of direct support and 
development of shared resources that will be universally available throughout the Diocese. 
 
 

 Supporting local teams to engage with specialist resources and support provided from across 
the Church House Team. Supporting the delivery of training in small group settings as 
required (likely Mission Area and Deanery level). 

 Provide support to the Operations and Generosity Development Team Lead with parish 
finance and administration support projects. This will include signposting and hands on 
activity to promote best practice. 

 Development of key resources for finance and administration including development and 
rollout of practical tools to enable ongoing local management and support PCCs to meet 
their responsibilities as Trustees.  

 Working with a group of churches to identify areas of potential efficiency in administration 
processes, sharing good practice and potential collaboration. 

 Assisting treasurers to budget plan and operate financial controls to help ensure that the 
PCC understand their financial position and make appropriate decisions. 

 Setting up systems and processes to support the preparation of compliant accounts and 
Parish Finance Returns for charitable entities. 

 Development of key resources for general administration (eg governance, safeguarding, 
estates management, health and safety, GDPR, HR) and practical tools to enable ongoing 
local management and to support PCCs and wider Mission Area activity. This could involve 
development of templates and best practice guides and connection with external resources 
through ACAT membership 

 Supporting the preparation of annual accounts (financial statements) and the financial 
aspect of the Trustees’ Annual Report for presentation to stakeholders. To assist 
administration systems, support and audit processes where applicable. 

 Build and integrate administration systems to support key areas such as Occasional Offices 
(baptisms, weddings, funerals), buildings repair and maintenance, and graveyard admin.  

 Be proactive in learning from and sharing with other Diocese and national teams where good 
practice is identified and may drive shared efficiencies. 
 

The post-holder must have a strong blend of professional and administrative qualities, particularly 
the ability to work constructively and communicate clearly with a wide range of stakeholders, 
including clergy, churchwardens, treasurers and other key leaders and volunteers.  
The post-holder will be part of the established Mission Finance Team within the Diocesan Finance 
team. They will report to the Operations and Generosity Development Team Lead. 
 

Key Relationships  

 Finance team  

 Generous Giving team  

 Church Buildings Officers 

 Parish Support Team 

 St Peter’s College  

 Strategic Programme Director  



 Diocesan Secretary-CEO, Archdeacons and other members of the leadership team  

 Churches and Mission Areas 

 Associate Archdeacons 

 

This role 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 appropriate to 
the post.  The role description will be amended over time, in full consultation with the post holder, to 
meet the needs of the Diocese. 
 

  



Person Specification 

 

Criteria  Essential  Desirable  

Qualifications 

 
 Educated A-Level or equivalent level  Association of Accounting 

Technicians (AAT) qualified, 

working towards AAT 

qualifications or equivalent 

experience 

Experience  A track record of interpreting 
financial information 

 Experience of developing processes 
to enhance efficiency and 
effectiveness 

 Talking about finance matters to 
non-financial people 

 Experience of budgeting 

 Broad administrative experience 
with inquisitive approach to finding 
solutions 

 Experience of developing 
financial and administration 
models in an organisation 
would be an advantage 

 Experience of working with 
charities and volunteers 

 Awareness of working with 
grants and restricted funds 

 Project management and 
handling of competing priorities 

Skills 

 

 

 

 

 Excellent communication skills both 
written and verbal. Highly 
approachable in style and manner  

 Able to identify needs and respond 
positively and proactively 

 Strong attention to detail 

 Ability to prioritise tasks and to 
meeting deadlines 

 IT literate with good excel skills 

 Implementation of software 

systems 

 

 Ability to innovate and problem 

solve 

 
 Customer service skills 

 
 Project management 

experience 

Personal 

Attributes 
 Sympathetic to the mission of the 

Church of England 

 Aptitude for learning  

 Proactive ‘can do attitude’ 

 Team player able to work 

collaboratively across a multi-

disciplinary team 

 Ability to work flexible hours 

including evenings and weekends 

 



 

Terms and Conditions of Service 

Salary 
This is a salaried position as an employee of the Sheffield Diocesan Board 
of Finance at £21,083 to £23,000 pro rata. 

Contract This is a funded role to December 2026. 

Pension 10% employer contribution 

Housing There is no housing provision. 

Place of Work 
Diocesan Church House, 95-99 Effingham Street, Rotherham, S65 1BL 
and IT enabled home working. 

Hours of Work 

This is a full-time post for 35 hours per week, which will require a flexible 
approach to working hours. This will include attendance at evening and 
weekend meetings and events for which time off in lieu may be 
available. The post holder will be expected to work the hours reasonably 
required to fulfil the duties of the post.  
 
We operate a hybrid working model where both in office and at home 
working can be arranged.  
 
We are open to part-time working options. 

Working Expenses 
Normal working costs reimbursed on expenses for travel following 
HMRC guidelines 

Holidays 25 day plus Bank Holidays (per annum) 

Probation Period 
Six months during which time progress will be reviewed. If necessary this 
period may be extended. 

 


