The

United Finance Officer
Reformed . . . pe .
Church Job Description and Person Specification

Eastern Synod

ROLE DESCRIPTIONS AND MAIN TERMS AND CONDITIONS

We are seeking to employ a finance officer (AAT level 3 or higher) as part of our Resources
team to support the life and work of the United Reformed Church in the Eastern Synod.

The employer would be the United Reformed Church (Eastern Province) Trust is a registered
charity that acts as a Property Holding Trustee for church property and investments of churches
within the Eastern Synod of The United Reformed Church. The Eastern Synod encompasses
Essex, Suffolk, Cambridgeshire, Norfolk and parts of Hertfordshire. It is a Christian organisation
that acts as an umbrella or resource body and makes grants to individuals and organisations.

URC Eastern Synod Office, 36 Duxford Road, Whittlesford, Cambridge CB22 4ND

Accountabilities
a. The administrative line manager is the Synod Clerk.

b. indirectly accountable to the Synod through the Synod Resources Committee. On Trust
matters, the Property Officer is accountable to the Directors of the United Reformed
Church (Eastern Province) Trust.

c. Professional support is received from the Synod Treasurer and retained accountant and
auditor.

d. works closely with the Property officer in areas of overlap between property and finance.

e. works in conjunction with the Resources assistant, whose role is to support the Finance
officer and the Property officer.

f. To work, as required, with and as an integral part of the Synod team including office staff
and other Synod Officers wherever there are mutual benefits for the wider Synod.

Indicative Tasks

Minimum expectation Depending on experience / training

Raising Bank Payments on Barclays

Preparing and sending out sales invoices

Entering accounting entries into Xero

Checking expenses and entering into Xero

Checking invoices for payments

Completing weekly bank reconciliation

Entering (on a monthly basis) investment and
savings movements

Investment reporting to Synod and local
churches (who we invest for) — mainly with
CCLA and Epworth.

Monthly journals in Xero

Liaising with payroll company/pensions as
cover for the Clerk

Quarterly Management accounts




Tracking Grants and ensuring terms for the
grant being awarded are being maintained

Budget preparation

Year end audit preparation

Liaising with the audit and assisting with the
audit

Year end and preparing accounts for other
charities/companies linked to the Synod

Assisting with church closure including
payment bills, preparing accounts etc.

Charity Commission compliance and
ensuring filing of annual returns

Companies House compliance

As of 1st January 2026, we have transferred to Xero for our accountancy software. Previously
we used Finance Coordinator.

Expected Standards

e To promote a culture of open and effective Communication on all aspects of training
and development in line with General Data Protection Regulations (GDPR) and its
requirements.

e To actively foster an environment which nurtures and supports Equality, Diversity and
Inclusion.

e Work collaboratively to develop and maintain a mutually supportive and
interdependent culture.

¢ To maintain confidentiality at all times, recognising that many of the subjects under
review relate directly to individuals and their skills, abilities and development needs.
Where there is a need to report progress or discuss issues which might identify an
individual any documents must be designated as ‘Confidential’.

e To follow the URC Safeguarding policy and Good Practice Guide; to recognise, respond
and report any safeguarding concerns identified during the course of their work, to
ensure that children and adults at risk are appropriately safeguarded and protected.

MAIN TERMS AND CONDITIONS:

Salary - £25 — £42,500 pa FTE, depending on qualifications and experience. (As a guide: AAT
level 3 salary for FTE £25k to £35k or AAT level 4 £30k to £42.5k.)

Hours of work — 25 hours per week (flexible, including occasional evenings and weekends).
There may be scope for this to be extended.

Leave entitlement — 25 days (pro-rata) plus the eight Public Holidays plus the working days
between Christmas and the New Year when the office is closed.

Pension Scheme: Staff are entitled to join a qualifying auto enrolment defined contribution
pension scheme.

Office based, with some working from home permissible — with notice / pre-agreement with line
manager.

Occasional residential meetings, and some travel around the Synod is a requirement. A Full
driving licence is desirable.

The post holder must hold a current Enhanced Disclosure and Barring Scheme (DBS)
Clearance. This will be arranged by Synod.



PERSON SPECIFICATION
Essential requirements:

Accountancy training AAT level 3

Proven experience as a Finance officer or in a similar role.
Experience of accountancy software.

Self-motivated

Attention to detail and accuracy.

Focussed

Be in sympathy with the mission and ministry of the church.

A good standard of literacy, numeracy and computer proficiency, including proven
experience of Microsoft Excel and Word.

Keep up to date regarding relevant good practice and financial legislation.
Be able to work with both professionals and the volunteer culture of church life.
Be able to work within a team environment, taking initiative where appropriate.

Be willing to attend, where required, occasional evening meetings or Saturday
commitments such as the twice-yearly Synod meetings.

Desirable requirements:

Accountancy training AAT level 4
experience with Xero

Confident communicating with others inside and outside the Synod by email, telephone
and in meetings

Attend meetings of and receive information from the wider URC, denomination and other
Synods, on financial matters.

Knowledge of charity structures, and particularly governance by councils and
committees, would be advantageous.



