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Diocesan Giving Officer – Portsmouth 
Parish Team Administrator (MAT Leave)

Key Responsibilities
1. Strategic Support
Collaborate with the M&D lead to help parishes develop and sustain a clear vision and strategy for using and growing their mission resources.
2. Resource Development
Create or signpost accessible and inspiring resources—online and in print—on Christian stewardship and parish financial management.
3. First Point of Contact
Serve as a primary point of contact for parishes seeking guidance on stewardship or financial management.
4. Training & Support
Train, mentor, and support parish treasurers in fulfilling their roles and responsibilities.
5. Advice & Updates
Provide regular guidance and updates to parishes—particularly treasurers and financial teams—on stewardship, Gift Aid, the central Gift Aid system, and general financial matters.
6. Compliance & Analysis
Review parish annual reports, accounts, and financial returns to ensure compliance with legislation and diocesan requirements. Analyse these reports to offer tailored guidance to parishes and inform the Diocesan Secretary.
7. Stewardship & Gift Aid Support
· Inputting data into the donations coordinator software for the Gift Aid and tax recovery scheme.
· Liaise with parishes and support the roll-out of ongoing projects (e.g., Digital Giving).

8. Governance & Risk Management
Promote awareness of trustee responsibilities and financial risk management across the diocese.
9. Mission & Finance Statistics
· Manage the annual statistics process for mission and finance, including:
· Providing parish administrators with passwords for the online system.
· Assisting parishes to complete their returns.
· Auditing parish statistics against fees paid throughout the year and investigating any discrepancies.
10.  Database & Records Management
· Update the diocesan database with details of all laity.
· Ensure new clergy post holders complete data protection forms and input details into CMS as required.
· Notify the Finance Team of changes in Parish Treasurers and update the CCLA spreadsheet accordingly.
11.  Annual Place Audit
· Coordinate the Annual Place Audit with the Archdeacons’ PAs.
· Chase parishes for completion and implement all changes onto CMS.
12. Parochial Fees Administration
· Record all parochial fees, investigate and resolve queries, and support parishes with the fee process.
· Liaise closely with Finance to ensure figures reconcile, particularly during parish vacancies.
Key tasks/involvement:
Be the lead contact in the promotion, implementation and advice for dDigital Giving across the Diocese, with particular focus on the mainland parishes.
Be the lead contact in the promotion, implementation and advice for Parish Giving Scheme across the Diocese
As lead contact for the relationship  with the University of Portsmouth Business School in connection with Independent Examination programme. Secretary to the Diocesan Deanery Finance Committee.
Full participation in the Cornerstone Programme when implemented in the Diocese


Person Specification 
· Strong understanding of Christian stewardship principles and parish financial management.
· Excellent communication and training skills, with the ability to engage and inspire volunteers.
· Analytical skills for reviewing financial reports and identifying trends or risks.
· Familiarity with Gift Aid processes and charity law compliance.
· Ability to work collaboratively and build positive relationships across diverse parish contexts.
· Strong administrative and organisational skills with attention to detail. 
· Ability to manage data accurately and maintain confidentiality. 
· Good understanding of financial processes and record-keeping. 
· Excellent communication skills for liaising with parishes and internal teams. 
· Competent IT skills, including experience with databases and Microsoft Office. 
· Ability to work independently and prioritise tasks effectively.
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