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Dorset South and West Circuit
(Circuit 26/8 Registered Charity No 1150182)
Circuit Superintendent: Revd John Yarrien – 01305 262421 -  john.yarrien@methodist.org.uk
Circuit Website: www.dsw.church
Job Description

Circuit Finance Officer
Accountable to:		Circuit Treasurer
Line Managed by:	Circuit Steward
Base: 	Primarily working from home, but a base in the Circuit Office in Dorchester can be provided
Hours of work:		8 per week, to be worked flexibly
Pay:			£19 per hour
Purpose of Role:	To enable the Circuit to effectively manage the Circuit finances, maintain overview of Circuit finances and carry out related day to day tasks. To work with Circuit stewards to maintain and manage Circuit properties. 

Main duties :
Finance
· Record the Circuit’s finances on a timely basis in accordance with decisions made at Circuit meetings, Connexional rules and Charities Act legislation as appropriate using the finance package provided. All transactions of income and expenditure to be entered on to the electronic system.
· Ensure all payments in respect of Circuit funds are made only when approved in accordance with Circuit policy and that all corresponding transfers are made from the Circuit Model Trust fund where appropriate. Set up payments on the banking system when supported by authorised invoices or other agreed documentation. Inform authorisers of payments to approve. Liaise with Circuit Treasurer to ensure funds are transferred from CMTF where appropriate. 
· Ensure all monies received are recorded and banked into the appropriate account. 
· Ensure all Churches pay their Circuit Assessment on time and chase churches promptly if payments not received.
· Ensure all monies are paid over to third (external) parties where applicable, subject to authorisation. 
· Support and advise Church Treasurers, re budgets and payments as required. 
· Work with the Circuit Treasurer to ensure that financial reports are available for Circuit Meetings and on other occasions as requested by the Circuit Leadership Team.
· Work with the Circuit Treasurer to ensure that there are sufficient funds in the relevant bank accounts. Inform the Circuit Treasurer when funds in bank are low. 
· Work with the Circuit Treasurer to ensure that Churches within the Circuit are compliant with respect to the completion of their Standard Form of Accounts and Reserves Policies, which are stored electronically as well as in paper format.
· Work with the Circuit Treasurer to ensure that the Trustees Annual Report and Financial Statements (incorporating the Standard Form of Accounts) are prepared on a timely basis and sent to the Auditors. 
· Prepare P11Ds (Statement of Employee Benefits in Kind), to be sent to the Methodist Church stipends department, with copies (including ‘NIL’ returns) going to Ministers concerned.   
· Ensure that staff have appropriate, up to date expense forms and a timetable of payment run. Provide Circuit Property Stewards with the payment run timetable.

Property:
· Organise quinquennial inspections of churches, manses and investment properties.
· Work with the Circuit Stewards to ensure that appropriate insurance provision is in place across the Circuit and in particular with respect to closed chapels and retained manses (liaising with letting agents as necessary).
· Work with the Manse Steward to ensure appropriate, subject to authorisation, works are carried out to the Circuit’s manses.	
· Ensure telephone/broadband, council tax and water rates are provided and paid for all manses.  
· Manage utilities/insurances for all vacant manses and closed churches. Oversee disposal or management of redundant properties.
· Liaise with Contractors as required and provide short term support to Church Property Stewards.
· Be available to attend CLT and Circuit Meetings, in order to provide input on issues that need to be dealt with.
· Complete statutory and Methodist online returns
· Any other duties as may reasonably be required

Terms and conditions
· Terms of appointment: Permanent 
· The salary will be £19 per hour
· Normal working pattern: 8 hours Monday to Friday, with occasional weekend or evening meetings
· All reasonable expenses will be reimbursed.
· Part-time employees’ leave entitlement is pro-rata to the full-time entitlement of 33 days (including Public Holidays). For your post this equates to 44.8 hours. 
· Appointment will be subject to satisfactory references.
· Appointment will be subject to the satisfactory completion of a three-month probationary period.

Management
The Lay Employee will have a line manager whose responsibilities will be to:
· Become familiar with the work of the Lay Employee.
· Work with the Lay Employee to encourage the church to respond to new challenges and opportunities in mission.
· Determine priorities for the work.
· Prepare a personal development plan with the lay employee.
· Ensure good communications between all the ‘stakeholders’ (groups and networks) involved.
· Monitor and evaluate progress with the Lay Employee on a regular basis (meetings will take place weekly during the probationary period and monthly thereafter).
· Act as a “sounding board” to the Lay Employee.
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