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Job Description   

EMPLOYER:


The London Diocesan Fund

JOB TITLE:


Assistant Management Accountant (0.8 FTE)


RESPONSIBLE TO:

Fund Accountant
Note: This job description does not form part of the employee’s contract of employment but is provided for guidance.  The precise duties and responsibilities of any job may be expected to change over time.  Job holders should be consulted over any proposed changes to this job description before implementation.
Job summary/Context/Primary purpose of the role 
Working alongside a 0.4FTE management accountant, this role has joint responsibility for the operation of an effective and efficient management accounting function, including many aspects of monthly reporting and forecasting. The role gives support to the annual budgeting process and 5-year planning and may also involve scenario modelling and preparing reports for stakeholders. 
The role also holds responsibility for certain aspects of financial accounts processing, with particular responsibility for the weekly processing of purchase invoices and expenses on the Navision accounting system, ensuring that the payment runs are processed accurately and efficiently each week. 
Principal Duties and Accountabilities of the role

Finance Accounts Processes:
1. Key responsibility for processing and maintaining the weekly payment run. Duties will include:
· Weekly processing of purchase requisitions/expenses on Navision for payment

· Processing purchase requisitions received through shared LDF payments email inbox

· Reconciliation of supplier/vendor accounts and serve as first point of contact for queries and resolution of ledger transaction discrepancies

· Direct debit payment and invoice postings

· Filing of payment processes documentation 
2. Key point of contact for accounts receivables. Duties will include:
· Receive cheques for banking and analyse into various categories. Prepare paying-in schedules, bank paying-in slips, deposit money at the bank every Friday and post receipts into Navision
· Notifications to budget holding diocesan post holders of income received by cheque

· Reconciliation of customer accounts where directed

· Support cover for administration of Parochial Fees from Clergy when assistant accountant is unavailable

· Ad hoc credit control tasks 

3. Other:

· Prepare documents relating to Gift Aid due on Restricted and Designated Fund receipts, and for General Fund receipts where directed by the Financial Accountant 
· Preparation of quarterly management accounts for ALMA (the partnership between the Anglican Church in Angola, London, and Mozambique). 

· Answering ad-hoc queries on ALMA transactions as required.
Management accounts and budget processes:
4. Coordination of the monthly management accounts process, in consultation with the management accountant, including setting monthly deadlines and creating task lists to ensure that the accounts are delivered accurately; are relevant for the budget holders needs and are produced in a timely fashion. 
5. Supporting the management accountant in the production of the monthly management accounts, with a view to preparing management accounts in periods where extra resilience is needed (such as during key budget setting periods).
6. Management of monthly provision of reports to Budget Holders, including variance analysis reports for departmental and area budget holders, capturing explanations and further analysis for all large variances. 

7. Supporting the process to set the Parish Standard Cost (including papers to the Joint Operations Team (JOT) and the Diocesan Finance Committee (DFC) each spring), which will involve:
· Setting timetable and deliverables schedule 

· Meeting with key stakeholders

· Producing final Parish Standard Cost figures

· Organising production of printed Parish Standard Cost booklet

· Overseeing production of Common Fund video (as necessary)
8. Supporting the management accountant with the production of the annual budget and 5-year plans – which will include support with the following processes:
· Setting the budget timetable 

· Issuing and collating the budget templates
· Helping to set the key budget assumptions 

· Setting the budget phasing 

· Producing summaries of General Fund, Capital Vision strategy, Capital Strategy – including 5-year plans for each
· Producing drafts for stakeholder groups 
9. Being key contact for HR with regarding staffing budgets – including sign off of new role creation forms.
Ledger work:
10.  Help maintain the General Ledger and financial systems in accordance with best practice. 

11.  Calculation and journaling of monthly management account journals and salary recharges. 

12.  Maintain clear procedure notes for all Management Accounts routine tasks.

Other duties:
13. Other tasks as required from time-to-time.

Key Stakeholders
· Fund accountant– Line manager with full oversight for all work undertaken. 
· Payments Team – As a key outward facing service, the team is responsible for the weekly processing and maintenance of the payment run as accurately and efficiently as possible. This role is a key member of this team.

· Property Accountants – The Property Accountants are the key source of financial information with regard to property and produce the Property Accounts which make up part of the full management accounts pack; 
· Budget holders and area offices – The management accounts team provide a contact point for queries and guidance leading to good decision making. Budget holders for each area are recorded within the budget holder reports spreadsheet. 
· Members of the Senior Management Group (SMG) – The management accounts team (management accountant and assistant management accountant) provides regular and ad-hoc financial information to this group. Requests for significant pieces of work to be undertaken should be discussed with the Head of Finance; 

· Diocesan Finance Committee – Primary oversight body for all financial matters. The DFC meets roughly seven times per year. 
· Archdeacons, Area Bishops & the Bishop of London - The diocese is episcopally led and the MA needs to understand the strategic aims of the senior clergy. 

Person Specification

Experience, knowledge, training and qualifications
General
At least 2-3 years experience in an accounts function
Specific

At least part-qualified accountant (ACA, CIMA, ACCA)
Aptitudes and abilities

An essential requirement is the ability to take complex financial information and concepts and to summarise them in a clear and easily understood way for non-financial stakeholders. 

Personal attributes

· Focused on getting the job done properly without losing sight of the ‘big picture’. 

· A team player with a positive attitude, with the ability to support the wider finance team 

· Pro-active rather than reactive, and able to challenge existing processes (both systems and accounting) with a view to continuous improvement. 

· Able to work swiftly and purposefully to meet emerging deadlines. 

· Possessing exceptional organisational skills and attention to detail 

· Excellent Microsoft Office skills
·  Fluent in written and spoken English
Desirable attributes / other information

· Be sympathetic to the mission of the Church. 
General Conditions

Diversity

We understand the benefits of employing individuals from a range of backgrounds, with diverse cultures and talents. We aim to create a workforce that:

· values difference in others and respects the dignity and worth of each individual

· reflects the diversity of the nation that the Church of England exists to serve

· Fosters a climate of creativity, tolerance and diversity that will help all staff to develop to their full potential. 

We are committed to being an equal opportunities employer and ensuring that all employees, job applicants, customers and other persons with whom we deal are treated fairly and are not subjected to discrimination. We want to ensure that we not only observe the relevant legislation but also do whatever is necessary to provide genuine equality of opportunity. We expect all of our employees to be treated and to treat others with respect. Our aim is to provide a working environment free from harassment, intimidation, or discrimination in any form which may affect the dignity of the individual.

Equal treatment amongst differing people from diverse backgrounds is one of the central precepts of the Church of England's mission and theology.  The Church of England values the richness which this equal treatment brings to the workplace.  The Diocese of London is therefore concerned to avoid discriminating against any person.  
Standards of Behaviour and Conduct

Staff are expected to act at all times with due consideration for others and in a manner befitting their position as employees of the Church and as professionals, whatever their job.

Health and Safety Responsibilities

All LDF staff are required to ensure that they understand and accept the legal duties placed on them by the Health and Safety at Work Act not endanger themselves or others by any act or omission on their part and by the Management of Health and Safety at Work Regulations to co-operate with colleagues and management in the control of health and safety at work.  Therefore, staff are required to:

· Read, understand and abide by the LDF Health and Safety Policy;

· make themselves familiar with accident and emergency procedures for their site;

· inform their manager immediately of any health or safety deficiencies or dangerous situations or near misses;

· Set a good personal example in respect of health and safety.

Confidentiality
Staff must not pass on to unauthorised persons, any information obtained in the course of their duties without the permission of the permission of their Head of Department.
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