
JOB DESCRIPTION 
 

Role Title: Director of Finance 
 

Main Purpose of Role:  
 
As the strategic financial lead for the Southwell & Nottingham Diocesan Board of 
Finance (DBF), ensure that leading practice and effective management of the Board’s 
financial resources are in place. To work collaboratively with others to develop 
financial strategy for the DBF and the wider Diocese, including enabling and 
supporting parishes, as together we seek to Grow Disciples - Wider Younger and 
Deeper. To lead and develop the administration of financial, giving and property 
activities. 
 
 

Responsible to: Chief Executive 
 

Working Relationships (both internal and external):  
 
Internal: Chief Executive, Directors and Senior Staff, The Chair of Finance 
Committee, Diocesan Synod, Bishop’s Council, Diocesan Board of Education, 
Programme Board 
 
External: Deanery Leadership Teams, Parish Treasurers, Diocesan clergy and lay 
leaders, Professional advisers, National Church Institutions (NCIs), HM Revenue & 
Customs 
 

Management Responsibility (for others):  
 
Senior Finance Officer, Finance Officers (2), Diocesan Surveyor and Giving Advisor 
 

Principal Responsibilities (including limits of responsibility):  
 

1) Advising on the strategic management of the financial affairs of the DBF to 
Bishop’s Council, the Chair of Finance Committee and the Chief Executive 

2) In partnership with the Chief Executive and Chair of Finance Committee, 
ensure excellent financial controls and precise management of the diocesan 
budget 

3) Lead the efficient administration of the financial affairs of the DBF and related 
bodies, including the Diocesan Board of Education (DBE) and subsidiary 
trading company. 

4) Work proactively and collaboratively alongside colleagues to support volunteer 
Deanery and Parish Treasurers, encouraging others in the Diocese in the 
resourcing of mission and ministry 

5) Accountable for the timely provision of financial information, including the 
fulfillment of all statutory reporting requirements (including Companies House 
and the Charity Commission 

6) Ensure that Finance policy and practices within the Diocese reflect leading 
practice and financial developments in the Church of England 

7) Lead the effective communication of financial information to the Synod, 
Bishop’s Council, within the DBF and throughout the Diocese 

8) Contribute to the strategic oversight and management of diocesan property 



and investments, including Glebe land 
9) Oversee investments held by the DBF as Custodian Trustee on behalf of 

parishes, and provide guidance on their stewardship and governance 
10) Contribute to the regional and national forums of diocesan peers, promoting 

the work of the Diocese to the wider church 
 

Principal Tasks:  
1. Lead the preparation of the diocesan annual budget to enable the effective 

delivery of the strategic vision 
2. Oversee the calculation of Deanery Share. Work with the Archdeacons, Chief 

Executive and the nine Deanery Leadership Teams to agree the allocation and 
monitor Parish Share, encouraging timely collection and payment in full, from 
the parishes 

3. Prepare the DBF’s statutory accounts, including liaison with external auditors  
4. Work proactively with the Chair of Finance and the Chief Executive to ensure 

the smooth running of the Finance Committee, and financial reporting to 
Bishop’s Council and Diocesan Synod 

5. Monitor financial performance against budget, raising potential areas of 
concern on a timely basis and reporting 

6. Active membership of Programme Board, providing regular financial reports 
and satisfying all reporting requirements of strategic funders  

7. Oversight of the Property budget, including strategic planning of capital 
expenditure and investment in property, ensuring maintenance costs are 
effectively managed and income from rental etc is maximised 

8. Provide financial appraisal of loan requests from PCCs and advise Finance 
Committee and Bishop’s Council as necessary 

9. Manage the Treasury function of the DBF, and its relationships with investment 
managers, including monitoring their performance 

10. Manage the Risk Register, and ensure risks are appropriately identified, 
mitigated and monitored – leading on all financial/property/investment related 
risks 

11. Lead the relationship with the Diocese’s insurers 
12. Administer pension arrangements including a closed scheme 
13. Take a proactive approach to continuous professional and personal 

development of self and team 
14. Active membership of Programme Board, providing regular financial reports 

and satisfying all reporting requirements of strategic funders  
15. Carry out such other duties as may be required by the Chief Executive to 

secure the smooth operation of the diocesan administration as a whole. 
 

Relevant Qualifications and Experience required (if job were to be advertised):  
 
Education and Financial Experience  

• Recognised professional accounting qualification with significant post 
qualification experience 

• A track record of delivery as the leading operational finance professional in a 
complex, medium size organization with comparable cashflow and investments 

Leadership and Management 

• Ability to think strategically and contribute to diocesan strategic and operational 
planning 

• Collaborative enabler who can motive individuals  

• Confident with navigating complex or ambiguous situations through 



demonstrable team working 

• Sets, and maintains, high personal and professional standards for self and 
others 

Legal and technical knowledge 

• Knowledge of the Companies and Charities Acts including the management of 
trust funds 

• Understanding of UK taxation, including Income Tax, Gift Aid, and VAT  

• Proficient in the use of IT packages, including Microsoft, payroll and accounting 
systems 

Personal attributes and skills 

• A good eye for detail, works meticulously and with diligence 

• Committed to and confident in the strategic vision of the Diocese of Southwell 
& Nottingham and of the mission and ministry of the Church of England  

• Able to work under pressure with a flexible attitude, structured, comfortable 
with some ambiguity and able to see projects and tasks to completion working 
to deadlines 

• Able to relate well at all levels, an excellent communicator of financial issues in 
a form that is accessible to all, both in writing and orally 

• Ability to build and maintain collaborative working relationships in diverse 
settings, with a wide range of stakeholders  

 
Other 

• The Christian vision, ethos and principles of the Diocese underpin all aspects 
of the way the Southwell and Nottingham Diocesan Board of Finance operates. 
 
The post-holder must be committed to these Christian principles and values, 
and support the Diocesan vision and strategy of Growing Disciples Wider, 
Younger and Deeper.   Therefore, there is a genuine occupational requirement 
for the post holder to be a communicant member of the Church of England or a 
member of the Churches Together in Britain & Ireland or Evangelical Alliance 

 

• Full driving licence and access to own vehicle  
 
DESIRABLE 

• Charitable sector experience 

• Appreciation of Church Accounting Regulations and of church accounts 
practice 

• Knowledge and preferably experience of church organisations (e.g. PCCs),  
Church of England administrative and governance structures and operations 

• Demonstrable experience of working effectively with volunteers, motivating 
them to enable their full participation  

• Working knowledge of fund investment objectives and policies 

 
 

 

The above job description has been discussed and is agreed by: 
 
Signed: ……………………………………………..….   Date: ………………………… 
               (Postholder) 
Signed: ……………………………………………..….   Date: ………………………… 
               (Line Manager) 



 

 

The Diocesan Board of Finance intends to review job descriptions annually as 
part of the staff review process, to ensure that they relate to the role as then 
being performed or to incorporate whatever reasonable changes that have 
occurred over time or are being proposed. This review will be carried out by the 
line manager in consultation with the post-holder before any changes are 
implemented. The post-holder is expected to participate fully in such 
discussions and implementation. 
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