Lympstone Parish, Devon

Parish Financial Administrator
Job Description and Person Specification and
Terms of Employment

Role Purpose

The Parish Financial Administrator is a key staff position in support of the
Parochial Church Council (PCC), responsible for ensuring the effective
stewardship of the parish’s financial resources. The Financial Administrator
supports the mission and ministry of the Church by maintaining accurate
financial records, managing income and expenditure, and ensuring compliance
with Church of England, Charity Commission, and legal requirements.

Key Responsibilities

Financial Management

Maintain accurate and up-to-date financial records for all parish accounts.

Ensure that all parish income (including collections, planned giving, fees,
grants, and fundraising) is recorded, banked, and acknowledged
appropriately.

Oversee payment of all parish expenditure, ensuring proper authorisation
and record-keeping.

Monitor cash flow and report regularly to the PCC on the parish’s
financial position.

Reporting & Compliance

Prepare and present clear financial reports for each PCC meeting.

Draft the annual budget in consultation with the Incumbent,
Churchwardens, and PCC.

Prepare the annual financial statements and arrange for them to be
independently examined or audited as required.

Submit the Annual Report and Accounts to the Annual Parochial Church
Meeting (APCM) and ensure timely submission to the Charity
Commission (if applicable) and the Diocese.



Common Fund & Giving

Administer and arrange payment of the parish’s contribution to the
Diocese (Common Fund).

Encourage and promote stewardship and planned giving within the
parish, working with the Incumbent and PCC.

Compliance & Governance

Ensure financial practices follow the requirements of the Church
Representation Rules, Charity Commission, and relevant legislation.

Maintain secure financial records and support transparency in parish
finances.

Collaboration

Work closely with the Incumbent, Churchwardens, PCC Secretary, and
other parish officers and leaders.

Liaise with banks, diocesan finance officers, and external
examiners/auditors.

Support fundraising initiatives and advise on financial implications of
parish projects.

Parish Financial Administrator
— Person Specification

Essential:

Supportive of the Christian ethos, mission, and practices of Lympstone
Parish Church

Willing to be co-opted on to the PCC in the office of Parish Treasurer,
unless a volunteer from the parish is willing to be elected to that role, in
which case the Financial Administrator would support the work of the
Parish Treasurer

Experience of financial management, accounting, or bookkeeping.

Good organisational skills, accuracy, and attention to detail.



Ability to explain financial matters clearly to non-financial audiences.
Integrity, reliability, and a commitment to confidentiality.
Willingness to support the Christian mission of the Church of England.

Capability in using a wide variety of software packages, web interfaces,
and social media platforms

Desirable:

Familiarity with charity finance and reporting requirements.
Experience with accounting software or church finance systems.

Understanding of the Church of England’s structures and practices.

Parish Financial Administrator
- Terms of Employment

Summary

10 hours per month

£15 per hour

12-month contract

3-month probationary period

Mostly working from home, however, the role requires attendance at PCC
meetings during the evening 6 times per year and Standing Committee
meetings during the evening 6 times per year.

Whether serving solely as Financial Administrator or as co-opted Parish
Treasurer - required to undertake Parish Treasurer training as offered by
the Diocese of Exeter, plus any additional financial training offered

Required to undertake an Enhanced DBS check and go through the Safer
Recruiting process



