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Chelmsford Diocesan Board of Finance 

Job Description 

 

Job Title: Parish Giving Advisor 

Reports to: Parish Finance Manager 

Salary £28,000 - £30,000 per annum, subject to experience and 

qualifications  

 

Hours: This is a full-time (35 hours per week) 

 

Purpose Statement 

Two new exciting roles have been created, working for the Diocese of Chelmsford to 

support our parishes to encourage giving and foster financial stewardship, through providing 

guidance, training and implementing National Giving Strategy including the adoption of digital 

giving and the Parish Giving Service. 

 

Working with the Parish Finance Manager, the postholders will join a team who are 

responsible for Parish Share assessment calculations, monitoring Share payments, and our 

Parish Accounts Service, a bookkeeping service offered to parishes in our diocese. These 

posts will increase our ability to support parishes with resources and advice to equip them 

to develop giving practises within our 475 parishes across Essex and East London. 

 

Working with the Parish Finance Manager, the postholders will assist in building up a help 

centre for parishes offering advice and training to treasurers in a number of areas including 

explaining how the church is financed, the Parish Giving Scheme, Custodian Trustee funds 

and contactless payment facilities. 
 

Reporting Structure 

The postholder will report to the Parish Finance Manager. 

 

Principal Accountabilities 

Our vision is that the Parish Giving Advisor roles will enable us to move from a responsive 

ad-hoc approach to giving, towards a systematic approach to working with parishes, to 

change the culture of giving by encouraging and supporting good practice. Working 

alongside the Parish Finance Manager and the Parish Bookkeeper, the Parish Giving Advisors 

will help deliver the Diocesan Office’s strategic priority of “Serving Parishes with 

Accountability”. The key aspects of this role are:  

 

1) Encouraging Giving Mechanisms 

 Act as champion for the adoption across Chelmsford diocese of effective mechanisms to 
enable giving, supporting parishes to transition towards modern stewardship approaches 

including digital giving, and regular planned giving through the Parish Giving Scheme. The 

Parish Giving Scheme website can be found here: https://www.parishgiving.org.uk/home/ ) 

 

https://www.parishgiving.org.uk/home/
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2) Generous God Generous Disciples 

Promote and improve diocesan resources on Generous God Generous Disciples ( 

https://www.chelmsford.anglican.org/generous-disciples ), working alongside colleagues in 

the Communications team under the direction of the Bishop’s Leadership Team, to 

promote a deeper understanding of the principles of Christian stewardship in all its 

aspects: 
• Ensure the diocesan website provides a useful resource for parishes seeking to 

encourage generosity and discipleship as it relates to personal finances, signposting 

to national resources as appropriate, 

• Provide workshops at deanery and parish level based on these resources, 

• Work alongside the Mission and Ministry team to identify opportunities to include 

teaching and resources in clergy, reader and lay ministry training, 

• Develop good practises in the growth and stewardship of parish resources,  

• Encourage parishes to adopt a legacy policy through appropriate materials 

 

3) National Giving Team key contact 

Act as the key point of contact with the National Giving Team of the Church of England.  

Keep up to date with national developments in Church generosity, signposting parishes, 

senior clergy and diocesan staff to information and resources such as the Anglican Giving 

Survey, the Parish Giving Scheme, the Generosity Learning Hub and Toolkit and the 

Code of Fundraising Practise.  (The National Giving Team’s website can be found here: 

https://www.churchofengland.org/resources/building-generous-church ) 

 

• Support and advocate within our Diocese for the National Giving Strategy which has 

the following three priorities: 

1) Enabling more churches to be supported by diocesan giving advisors 

2) Embedding digital giving within over 50% of parishes  

3) Improving support, guidance and training for clergy, parishes and dioceses. 

 

• Enable parishes within the Diocese of Chelmsford to benefit from receiving a 

contactless giving device as part of the National Digital Rollout (more information 

about this can be found here: https://www.churchofengland.org/resources/building-

generous-church/digital-giving-rollout-2022-2024)  

 

4) 2023 Parish Share Scheme 

Support the implementation of the 2023 Parish Share Scheme, recently approved by 

Diocesan Synod, by: 

• Promoting the understanding of the Share Scheme, signposting parishes and 

deaneries to published material explaining the scheme, the theology behind it, and its 

implementation in our Diocese; 

• Encouraging improved rates of Share payment by celebrating parishes which are able 

to contribute as planned, and by removing barriers in ability and willingness to 

contribute for parishes which are not able to contribute as planned, as identified 

through the existing Parish Share payment monitoring process. 

• Listening to feedback from parishes, deaneries, Mission and Ministry Units (MMUs) 

and other Share Paying Units (SPUs) and ensure it is fed back to the responsible 

team and utilised it to improve the Share Scheme for future years. 

https://www.chelmsford.anglican.org/generous-disciples
https://www.churchofengland.org/resources/building-generous-church
https://www.churchofengland.org/resources/building-generous-church/digital-giving-rollout-2022-2024
https://www.churchofengland.org/resources/building-generous-church/digital-giving-rollout-2022-2024
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5) Custodian Trustee Funds 

Support parishes to understand the balances held by the Diocese under Diocesan 

Authority and/or Custodian Trustee rules, helping parishes to understand how funds 

might be used to further their mission and ministry rather then languish unspent.  

 

Where funds are un-expendable endowments, work with other members of the Finance 

team to ensure parishes understand the investment choices they have made relating to 

ethical investments and risk and return. 

 

6) Other 

All staff in the diocesan office work as part of a team. The postholder may be required to 

undertake other duties, as may be required from time to time. 

 

The postholder will be required to adhere to the Diocese of Chelmsford’s Safeguarding 

policies and procedures as well as any other related laws and to do all that is reasonable to 

promote care and safety in the fulfilment of the role and in daily working life for all who may 

be vulnerable. This includes a responsibility to remain up to date with your own 

safeguarding training at the level appropriate to the role. 

 

This role will require the post-holder to travel extensively across the diocese to conduct 

meetings, and to deliver presentations, talks and training at times which fit in with the needs 

of parishes. It is important that the post-holder is able to be flexible with their time as their 

working hours will include evenings and weekends, with time off in lieu during ‘normal’ 

working hours.  

 

Finance Team 
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Key Relationships 

 

Internal 

• Finance Team 

• Archdeacons 

• Area team Mission and Ministry Advisors 

• Dean of Mission, Ministry and Education 

• Communications Team 

• Data & Business Systems Manager 

 

External 

• PCC Treasurers 

• Churchwardens 

• Parish Clergy 

• Area Deans 

• Deanery Lay Chairs 

• Deanery Treasurers 

• Diocesan Synod members 

• Other Parochial Church Council Officers 

 

Person Specification 
Attributes are essential unless otherwise stated 

Knowledge: 

• A sound working knowledge of the structure, governance and ethos of the Church 
of England, especially related to stewardship;  

• The principles of fundraising and charitable giving;  

• Church based accounting and bookkeeping (membership of a recognised finance 

professional body would be desirable).  

 

Skills and Experience: 

• Hands on experience of raising funds in the environment of a charitable 

organisation;  

• Hands on experience of charity and/or church accounts (experience as a church 

treasurer is desirable);  

• Experience of arranging and delivering training is desirable 

• Able to explain financial concepts to a non-financial audience 

• Able to work across the spectrum of Christian traditions within the Anglican 

church 

• Able to form effective working relationships with a range of people 

• Able to relate to and influence stakeholders in parish churches and in the wider 

community  

• Well-organised, self-motivated person 

• Patient and approachable 

 

Other requirements: 

• You must be able to travel within the diocese (and occasionally more widely), so 

the post holder will need access to a car and a valid, full driving licence.  
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• The post will require occasional evening and weekend working, for which time off 

in lieu will be given. 
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Outline of Terms and Conditions 

 

Role Parish Giving Adviser 

 

Responsible to Parish Finance Manager 

 

Salary £28,000 - £30,000 per annum, subject to experience and 

qualifications  

  

Hours 

 

Full time – 35 hours per week. 

The normal hours are 0900 to 1700 Monday to Friday. Consideration 

will be given to flexible working arrangements, including part time 

applicants.  

 

The post holder will be entitled to time off in lieu for attending meetings 

outside of office hours.  The post holder may also be required to work 

additional hours to meet the reasonable requirements of the role. 

 

Pension Enrolment in the Church Workers’ defined contribution scheme (a 

non-contributory scheme with an 11% contribution by the Board), 
plus in-service life cover.  

 

Annual Leave 25 days plus 8 public holidays pro rata. (rising to 29 days after 5 years 

continuous service) 

 

Probation 

Period 

6 months. 

 

 

Notice Period 

 

1 weeks’ notice is required during the first month.  

After service of one month, but during the probationary period -1 

months’ notice.  Upon successful completion of the probationary 

period, the notice will increase to 3 months. 

 

Expenses Working expenses are paid at the Diocesan rates. 

 

Base Diocesan Office, 53 New Street, Chelmsford, CM11AT. You will also 

be required to work at other locations within the Chelmsford 

Diocese in line with the requirements of your role. The Diocesan 

Hybrid Working Policy allows up to 40% of hours to be worked at 

home, subject to agreement. 

 

Contract The contract of employment will be with the Chelmsford Diocesan 

Board of Finance (CDBF). 

 

Pre-

employment 

Checks 

The contract is subject to: 

• 2 satisfactory references 

• completion of a Confidential Declaration form 
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• driving license (and road tax, MOT and car insurance checks) 

 

Right to work The post-holder must have Proof of eligibility to work and reside in 

the UK. A check will be undertaken. 

 

Safeguarding There is a requirement to work within the Church of England 

National Safeguarding Team Policy & Practice Guidance adopted by 

the Diocese of Chelmsford. The postholder is required to participate 

in relevant safeguarding training. 

 
 


