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What Can We Offer You?

GREAT LEADERSHIP AND COMMITMENT

This postholder will be accountable to the Bishop and the Trustee Board of the
Diocese. Our Trustees come from a variety of backgrounds and they bring a
wealth of expertise, skill and dedication to the role.

Our parishes and schools are spread across a wide geographical area: Norfolk,
Suffolk, Cambridgeshire and Peterborough. They have very diverse
populations which bring great cultural and religious understanding. As a
Diocese we are open to innovation and further development.
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The Finance team is small but highly professional. It consists of the Director of Operations and Finance,

the Diocesan Accountant, supported by Finance Assistants, a Stewardship and Fundraising officer and
a Historic Churches officer. While each member of the team has particular skills and areas of respon-
sibility, they also have the expertise to assist each other in times of pressure, which makes the most

effective use of their time. We share an office at Poringland, within the Curial Offices, in pleasant sur-
roundings with ample parking.




As a Diocese we need to be ever outward looking and open to new ideas, developments
and fresh ways of working.

If you want to be a Director who innovates, grows and makes a difference, then East
Anglia is where you want to be!




JOb Descri ption Director of Operations and Finance — Diocese of East Anglia

The Roman Catholic Diocese is very large geographically, but small in the number of parishes and
schools. You will be a knowledgeable, enthusiastic communicator with great people skills and a passion
for leadership and management.

Job Purpose

The Director of Operations and Finance is a crucial role responsible for the effective deployment of
the Diocese’s finances, as well as other resources, in line with the objectives of the Charity and the
decisions of the Bishop. This Director will work closely with the Bishop, the Catholic Priests across the
Diocese, other staff of the Curia and the Charity’s Trustees to ensure the well-ordered stewardship of
the Diocese’s finances and resources by providing leadership to the finance and general office services.
In addition, this postholder is the line manager of the Cathedral Manager of the Cathedral of St John the
Baptist Complex.

Key Duties and Responsibilities

Financial Strategy, Objectives and Plans

+ Working with the Bishop, senior staff and the Trustees to develop the Diocese’s financial strategy that is
consistent with the Diocese’s and Charity’s stated vision and objectives.
+ Provide financial leadership to the Diocese.
+ Advise the Bishop, Episcopal Vicar for Finance and the Trustees to ensure the highest standards of
financial governance. This includes:
« Compliance with statutory and other financial duties and responsibilities
* Optimising value for money in the use of the Diocese’s resources
* Ensuring that the resources are deployed to best effect to deliver the Diocese’s objectives
* Achieving a balanced budget
+ Work with the Clergy and senior managers to develop and implement plans and policies which will
secure the financial stability for the Diocese and appropriate deployment of resources. This will include
development of a financial framework which takes account of the need for short, medium and long term
financial plans and contingencies.
+ Oversee financial analysis and modelling to ensure that in-year plans and projections for
future years are robust.



Professional Advice and Liaison

+ Professional finance, governance advice and liaison to other Diocesan bodies including: Diocesan
Schools Service Commission, Building and Finance Sub-Committees, Clergy Welfare Group.

+ Liaise with and advise the Schools Team on Capital projects and insurance matters.

+ Build good working relationships with other Diocesan Financial Secretaries to enable sharing of
good practice and support. Attend the annual meeting of Diocesan Financial Secretaries Network.

4+ Provide advice and support to parish priests and their representatives regarding financial and other
diocesan procedures.

Representation and Networking

+ Represent the Diocese by providing advice, guidance and support and, where necessary, intervention
at occasional visits and meetings in parishes and schools.

+ Represent the Diocese on other bodies such as: Historic Churches Committee

+ Prepare and issue quarterly financial newsletters to parishes

+ Oversee liaison between the Diocese and the United Kingdom Visas and Immigration Service (UKVI)
in applying for visas for migrant priests.

Property

+ Monitor financial planning and expenditure of large parish building projects and recommendations
made in the quinquennial survey reports. Oversee the diocesan property portfolio, ensuring that let-
tings and rental income are appropriate and commensurate with the prevailing market conditions.

+ Provide leadership and direction to parishes regarding premises and related matters.

+ Manage the Diocese’s preferred surveyors to ensure:

* Quinquennial reports and health and safety inspections are undertaken on properties under
the ownership of the Diocesan Trustee and that effective plans are created to address any
concerns identified.

+ Parish building works are arranged and managed in accordance with diocesan procedures,
including processing and referring Parish Project Approval Forms.

* That sound advice on maintenance of the buildings and management of repairs and refur-
bishment is provided.

+ Process Parish Spending Approval requests, referring them to the Diocese Building sub-committee
where appropriate and authorising where necessary.

+ Monitor insurance arrangements for all properties under the ownership of the Diocesan Trustee.

+ Assist and advise parishes in the implementation of the diocesan policy for redundant churches.

+ Ensure safe custody of the diocesan property title deeds.

Financial, Risk Governance and Company Secretary Role

+ Ensure preparation, timely distribution and presentation of agenda, reports and all relevant informa-
tion to the meetings, and ensure accurate minute taking of the:
« Diocesan Finance Board (DFB) and the Diocesan Building Sub-committee (DBS).
* Diocesan Finance Subcommittee.
+ Cathedral of St John the Baptist Trust.
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+ Professional advisor to the Bishop, the Diocesan Finance Board and its committees regarding
governance.

+ Oversee and scrutinise parish accounts, consolidate the parish financial returns and ensure appro-
priate audits are completed.

+ Keep an overview of wider changes (e.g., global and UK financial trends and charity regulation) that
may impact on the Diocese and advise.

+ Maintain and manage the Diocesan financial risk register, report to the DFB and ensure effective
management of identified risks and remedial action where necessary.

+ Ensure the Diocese adheres to its legal obligations, including GDPR and Charity Law.

+ Maintain a working knowledge of the Diocesan Trust Deed, Memorandum and Articles of Associates
and the requirements of the Charity Commission.

+ Ensure submission of annual returns to the Charity Commission and Companies House.

Financial Management and Reporting

+ Ensure effective and robust financial planning, accounting and internal control procedures are in
place, understood and adhered to.

+ Oversee all financial operations of the Diocese, including budgetary setting and control.

+ Ensure the decisions of the DFB and DBS are implemented, and follow up any issues arising,
reporting back on progress to the DFB and DBS as required.

+ Scrutinise, authorise and ensure the appropriate payment of invoices.

+ Working with other senior staff, establish a balanced budget for Diocesan and associated charity
operations.

+ Compile and update records regarding parish levy arrangements and ensure appropriate amounts
are charged to parish accounts.

+ Review Diocesan interest rates half-yearly, implement agreed rate changes and ensure appropriate
amounts are credited or charged to parishes.

+ Oversee Gift Aid procedures.

+ Oversee the arrangements for parishes requesting loans and bonds from the Diocese.

St John the Baptist Cathedral Company Secretary

+ Oversight of all business and financial operations of the Cathedral Complex.

+ Line management for the Cathedral Trust’s manager, in collaboration with the Cathedral Dean (see
line management below).

+ Advising the Cathedral Trustees on the strategic and business planning and operation of the Cathe-
dral complex, including remedial planning when necessary.

+ Effective reporting of the financial position, variation from budget and progress against
plans.

+ Ensure the meetings of the Cathedral Trustees are provided necessary administrative
support.



Contract Management (excluding Education Department contractors)

+ Manage and oversee all Diocesan contracts with external service providers, such as auditors, sur-
veyors, legal representation and investment advisors.

+ Responsible for regular review and appropriate tendering processes for external service providers in
accordance with Diocesan policies.

+ Liaise with Diocesan service providers including accountants, auditors, solicitors, bankers, property
surveyors, insurers, investment manager, IT consultants and others.

Leading Financial and People Skills Development

+ Lead on Finance Training and Development, to improve financial skills throughout the diocese,
including:
* Ensuring there is appropriate financial capability and understanding for those occupying
parish treasurer roles and Parish Priests.
* Ensuring the Diocese team receive sufficient professional development and
support so that they can undertake their roles effectively.

Staff and Office Management

+ Maintain and adjust staffing (and volunteer) levels to meet the workload and ensure appropriate
succession planning.

+ Line manage staff and co-ordinate the work of the finance team to enable the Charity to deliver all of
its statutory and financial duties. This will include: recruitment, appointment of volunteers, deploy-
ment, objective setting, appraisals, managing sickness absence and managing performance.

+ Draw up contracts of employment.

+ Ensure the Parish Employment Guide and Employee Handbook are kept up to date.

+ Monitor efficiency of offices procedures, including the use of IT.

+ Undertake other duties as required by the Bishop and Trustees from time to time.

Confidentiality

During your employment, you will gain knowledge of highly sensitive confidential matters, which
may include personal and/or business-related issues. Such information must be considered strictly
confidential and must not be discussed or disclosed. Failure to observe this confidentiality could
lead to disciplinary action being taken against you.
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Director of Operations and Finance - Person Specification




x\;ﬂ‘, the DIOCESE of
=3= EAST ANGLIA

The White House, 21 Upgate, Poringland,
Norwich, Norfolk, NR14 7SH, Tel: (01508) 492202

www.rcdea.org.uk




