



	Job Title:
	Finance Assistant

	Salary:
	Role is paid at National Living Wage

	Hours/FTE:
	20 hours per week

	Contract Type:
	Fixed Term for 12 months

	Location:
	St Michael's Church, Laura Place, Aberystwyth, Ceredigion, SY23 2AU

	Reporting to:
	LMA Dean

	
	



Context

The Aberystwyth Local Ministry Area (LMA) brings together a number of churches and worshipping communities across Aberystwyth and the surrounding area under a shared ministry team and a collaborative model of local mission and pastoral care. The LMA is committed to growing vibrant, accessible, and spiritually nourishing worship that reflects the breadth of its congregations - spanning traditional liturgical expression, contemporary styles, and Welsh language ministry. St Michael's is the largest congregation in the LMA, employing a number of non-clergy staff in support of a wide range of ministries in the community, entailing annual expenditure of around £350k.

Job Purpose

The Finance Assistant will support the Honorary Treasurer of St Michael's in maintaining accurate and timely bookkeeping, administration and payment of expenditures and recording and banking of income, as well as supporting the wider governance and financial administration of the church. Working with the LMA Dean and other clergy the Finance Assistant will also assist other church and LMA treasurers in supporting the wider ministry of the LMA.

Key Responsibilities

To take responsibility for the church’s financial administration and record keeping; liaise with the church accountants as required and to provide support to the clergy, staff team, church and LMA treasurers as required. This includes:
· To maintain accurate and up to date electronic financial records and other databases, using software as required by the Diocese of St David's.
· To ensure that invoices and other regular payments are paid on time.
· To monitor and manage the St Michael's and Aberystwyth LMA bank accounts and their associated transactions.
· To oversee the financial and administrative work associated with St Michael's Car Park Ltd.
· To liaise with the accountants and banks, providing accurate and timely information as required.
· To be responsible for the banking of money and expenditure bank payments.
· To help ensure that the St Michael's church office provides an effective information and resource centre, and to provide administrative support on financial and governance matters for the rest of the ministry area of Aberystwyth as required.
· To cover the basic duties of the Church Administrator, in welcoming visitors and dealing with in-person and telephone enquiries, as and when required.
· To attend staff meetings.





Person Specification:

Essential

· Awareness of the basic principles of accounting practice and double-entry bookkeeping.
· Ability to learn financial record keeping and online banking, and an understanding of the importance of data security and accuracy.
· Experience of liaising with external organisations and partners.
· Can demonstrate the importance of financial integrity and appreciation of its importance in the context of a charitable organisation.
· Ability to appreciate team working and the skills needed for it.
· Ability to self-organise and work independently on tasks.
· Demonstration of a personal Christian commitment and appreciation of wider church mission and context.

Desirable

· Familiarity with church management and planning software (e.g. Churchsuite).
· Experience of using online/electronic financial and management accounting software (e.g. MyFundAccounting), and accounting for accruals.
· An understanding of the wider structures and organisational context of the Church in Wales.

This Job Description is not a statement of all the duties applicable to the post holder; variations to the duties outlined above will occur to meet the needs of the post. Any variations will be commensurate with the grade and character of the post.

How to Apply

Application Method: Please submit a current CV and a covering letter (no more than two sides of A4) outlining how you meet the Essential and Desirable criteria in the Person Specification.

Submission: For more information, or to submit an application email the LMA Chair, Mrs Sue Henley at suehenley@cinw.org.uk or by post to St Michael's Church Office, Laura Place, Aberystwyth, SY23 2AU.

References: Please provide the names and contact details of two referees.

Closing Date: open-ended until filled.

Interview Date: to be agreed.
