Finance Manager Job Description 2026

The work of Church Society  
Church Society is a registered charity and limited company, therefore must comply with the Charities Commission and Company House regulations.  We exist to strengthen local churches in biblical faith  and to help shape the Church of England now and for the future. 
The main areas of our work are campaigning, parish support (including patronage), publishing, and administration of trusts. See www.churchsociety.org for more details. 
Church Society is also Trustee of two Charities: Sir Edgar Plummer Will Trust and Black Chapel. 

Purpose of the post  
To manage the finances of the Society. 
The Council sets policy, and implementation is largely the responsibility of the Director, Revd Dr Lee Gatiss, and the Finance Committee. The Finance Manager will be responsible to the Director, and work closely with the Administrator, David Meager, and the elected committees of the Society. 

Specific Tasks  
· Maintain the accounts on QuickBooks, ensuring that accounting policies are appropriately applied. From 1st January 2026, the new SORP requirements will need to be implemented into the annual accounts.  
· Produce the year-end accounts and manage the audit process for Church Society.
· Produce the year-end accounts for the Sir Edgar Plummer Will Trust and manage the independent examination. 
· Complete the Annual Returns for Church Society, Sir Edgar Plummer Will Trust and Black Chapel. 
· Carry out bank reconciliations at the end of each month on Excel. 
· Prepare and present the annual general budget and budget for restricted funds.
· Process invoices and ensure that payments are made.  
· Monitor the level of accounts and funds and facilitate necessary transfers. 
· Process gift aid claims on ChurchSuite.
· Prepare reports/papers/management accounts for the Finance Committee, attend their meetings (4 times a year), and take minutes.  
· Prepare reports/papers for the Council.  
· Process the payroll and related HMRC forms.  
· Monitor our investments and property assets.  
· Present quarterly Book Review Meetings. 
· Process the Church Society Trust Accounts. 

Other work  
The post holder will be the Company Secretary, with responsibility for official returns, updating company details, and the AGM.  There may be other aspects of the day-to-day running of the Society which the Finance Manager could be involved in, within the set hours of the job. More time is usually required around the time of the annual audit, with the opportunity to claim this back at other times. 
The Finance Manager will work as part of a team with other staff members and alongside lay and ordained members of the Society, many of whom are very active in furthering our work.


Person specification 
Essential:
· The role requires enthusiasm and a clear aptitude for the various aspects of the work.
· The post-holder must be efficient and organised.
· They must be able and willing to take responsibility and initiative.
· They must have experience handling financial accounts.
· They must have a recognised accounting qualification.
· They must be able to work as a part of a team.
Preferable:
· Experience with QuickBooks is highly preferable.
· Because of the nature of the organisation, it is highly desirable that the post-holder should have a deep understanding of and sympathy with, evangelical Christianity. 
· An understanding of the peculiarities of the Church of England would also be helpful but not essential. 

Terms and Conditions 
This is a part-time post. The post-holder will work 17.5 hours per week. Overtime is not paid but time off in lieu can be taken where overtime is agreed. The salary will be £20-25k p.a. dependent on experience (£40-50k FTE). 
The post-holder will be entitled to receive 12 days paid holiday per holiday year, plus pro rata bank holidays. 
It is possible to do the majority of the work from home, with attendance at the office at least once every three/four weeks. The Society’s offices are in Watford (about 10 minutes walk from Watford Junction and 25 minutes from Watford Station (Metropolitan Line). There is space for car parking at the office. 


Applications 
Applicants should provide a CV together with an indication of your experience and how you meet the criteria outlined above. 
Please also supply details of two referees, one of whom knows you personally and one able to testify regarding your ability to meet the requirements of the post. 
Applications should be sent to: 
admin@churchsociety.org
for the attention of Revd Dr Lee Gatiss
Closing date for applications: Monday 6th July, 2026
Start Date: September 2026


