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BACKGROUND

St Anne’s Cathedral has stood for over 100 years as a place of Christian worship in the heart of the City of Belfast.  This wonderful building offers the visitor, whether the pilgrim or the regular attendee at daily and Sunday services, a sacred shared space to worship or reflect and an opportunity to enjoy the visual art in the Cathedral, for example, the mosaics, the carved stonework, the many fine stained glass windows, the carefully sourced marble tiles on the floor and walls and the delicate wood carving as well as the lovely needlework in both cushions and kneelers.

It takes considerable effort to maintain such a building to the standard expected and all our employees have a valuable part to play in to this end.

It is a living place where, alongside the routine of maintenance and cleaning, a day by day the cycle of worship is maintained and which welcomes visitors as tourists, pilgrims, regular worshippers, or merely those who seek a quiet place to ponder alone.

JOB DESCRIPTION

	Job Title:
	Permanent Full-time Finance &  Administrative Assistant

	Reporting to:
	The Cathedral Bursar

	Hours of Work:
	37.5 hours (excluding lunch) per week – Monday to Friday (9.00am – 5.30pm)

	Rate of Pay:
	£14,500 to £17,000 per annum


JOB SUMMARY



To assist the Bursar in the efficient and effective delivery of finance and administrative functions within the Cathedral. 
The Finance and Administrative Assistant is responsible for providing day to day financial and administrative support and cover to the Cathedral, dealing efficiently and professionally with systems, the clergy team, Cathedral Board, staff, visitors, members of the congregation and contractors. 

Duties and Responsibilities:

Financial

· Securely receive record, analyse and lodge all incoming monies.

· Process  customer invoices, receipts and statements

· Review and chase outstanding debts.
· Process supplier orders, invoices and payments
· Maintain databases, particularly in respect of Gift Aid etc.

· Maintain petty cash records.
· Ensure financial accounting systems are accurate and up-to-date. 

· Deal with financial filing and archiving 

Events 
· Assist the Cathedral Bursar to manage the process for booking and organisation of all events from initial enquiry to completion and payment for the event.  Events include special services, marriages, baptisms. 
· Maintain adequate records showing the full details of status of each event as it moves through the stages of enquiry, approval, provisional booking, firm booking, “taken place” and paid.   .  
· Assist the Cathedral Bursar to liaise with the organisers at all stages, ensuring that their requirements are clearly specified and understood, that we can fulfil their needs in tandem with any restrictions or requirements necessary to allow daily  commitments of the cathedral to be undertaken and that they perceive the whole process is managed professionally.
· Under the direction of the Cathedral Bursar assist in the creation of marketing/events notices and information flyers for Cathedral run events.
· To input and update reservations to the central diary and booking systems.
· To assist with the preparation and planning for annual Cathedral events.
· Assist in conducting visits of the Cathedral to new and existing clients.
· To host film crews and photographers and ensure all paperwork and contracts have been agreed and signed off by the Cathedral Bursar.

Sitout
· Provide as necessary, any administrative support to the Bursar in managing the Sitout process.

· Assist the Bursar to manage the complete Sitout process, ensuring that it runs effectively and in particular that there is a full audit trail for all monies received.

· Assist the Cathedral Bursar to record applications from charities.

· Provide administrative support to handle a high volume of donations for Sitout during Nov/Dec/Jan as per other income.

· Provide administrative support to organize for the 200+ successful charities to attend the Distribution service and do a seating plan.  
Human Resources/Personnel 

· Provide administrative support to the Cathedral Bursar in managing and maintaining staffing records

· Assist the Cathedral Bursar to ensure that all staff have contracts of employment and that the Cathedral’s standard contracts are up to date for all categories of staff.  
General/Other

· Act as receptionist and first point of contact for visitors and calls to the Cathedral Office and provide appropriate hospitality as and when required.
·    Ensure adherence to existing finance, administrative, and other organisation protocols and procedures

· Responsibility for maintaining filing systems and routine Cathedral administration and ensuring databases are kept up to date.
· Deal with correspondence on behalf of the Dean, Board and Clergy team.

· To manage the Dean’s diary – arranging meetings, travel & accommodation etc.

· Ensure effective and efficient systems are developed and maintained.
· Attend courses/training as appropriate to assist in Professional Development. 

· Compliance with Health and Safety policies and procedures.
· Comply in all respects with the Safeguarding Trust policies of the Board and all other relevant policies.
· Comply with any other reasonable duties requested for the benefit of the Cathedral.
· Furnish information to the Cathedral Bursar, Dean and Board as required.
The nature of the job will change as the needs of The Cathedral Church of St Anne develop.  This will require a considerable degree of commitment, flexibility and adaptability of the successful candidate to meet quality standards required.  

Person Specification 

	Areas to be assessed
	Essential
	Desirable

	Qualifications
	· A minimum of 5 GCSE’s (grades A-C) or equivalent, including English and Maths*

	· Accountancy qualification at “A” Level standard, or equivalent**


	Experience/

knowledge
	· 3 years’ experience in a finance and administrative role, within the last 10 years

· Experience of computerised accounting packages. 

· Experience of Microsoft packages, including good level of accuracy, speed and competency in Excel, Word and Outlook.


	· Experience of SAGE Line 50.

· Experience of using other relevant IT packages, such as Publisher
· Knowledge of databases.
· Experience of working with charity accounts under SORP.

	Skills/qualities
	· Articulate with excellent communication and interpersonal skills

· Self-motivated and able to work both independently and collaboratively with internal and external contacts and colleagues
· Excellent organisational and presentation skills

· High level of attention to detail.

	

	Special requirements
	· Occasional requirement to attend evening meetings and special services
· Proof of right to work in the UK (documented evidence will be required).

	


Criteria may be enhanced to aid shortlisting. 
*Exceptional candidates without GCSE’s (grades A-C) or equivalent including English and Maths may be considered if they have other qualifications of equivalent standing or experience considered to be particularly relevant to the post or combination of same.
** Candidate’s must clearly demonstrate that qualifications other than those quoted above are directly equivalent to these.
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