
Christ Church Central – Finance Assistant 
 
 
Christ Church Central Sheffield 
Christ Church Central is a thriving church in Sheffield city centre. Our mission is to take 
the gospel of the Lord Jesus Christ to people in Sheffield who don’t yet know him. To be: 
‘a church for people who don’t go to church’. Our vision is to see 10% of Sheffield as 
members of Bible teaching churches in ten years time. 
 
Central’s values arise out of our desire to receive, live and proclaim Jesus Christ as Lord. 
So we value faithful Bible teaching as well as both personal and corporate commitments 
to evangelism, Christian friendship, prayer, service, and giving. 
 
The roots of our ethos, to which we aim to remain faithful, are Biblical, reformed, 
evangelical, protestant and Anglican. We seek to remain faithful to the ancient creeds 
and the Church of England’s 39 Articles of Religion and the doctrines of the 1662 Book 
of Common Prayer. We are part of AMiE, a fellowship of faithful Anglican churches 
committed to gospel mission passionate about planting, strengthening and partnering 
for the salvation of many and the glory of God. 
 
Our mission field is those who live and ‘network’ in Sheffield city centre. This includes: 
the residents of the new luxury apartments in town; the networks of our church 
membership; students (both British and international) and the homeless or vulnerable. 
 
Aim of Post: To provide finance assistance and book-keeping to enable Christ Church 
Central to pursue its vision and objectives effectively. The role reports to the church 
treasurer. 
 
Specific Tasks: 
 
Keeping Financial Records 
 

• Recording receipts and payments on a regular basis 

• Liaising with the General Manager regarding payment of bills 

• Reconciling the cashbook to bank statements on a monthly basis 

• Monitoring giving & keeping gift aid declarations up to date 

• Preparing quarterly gift aid returns 

• Keeping records of all transactions (including invoices, receipts and expense 
claims) complete & up to date for the annual audit 

• Calculating and posting monthly accruals and prepayments 

• Keeping track of amounts in restricted, unrestricted and designated funds 

• Reconciling balance sheet accounts on a monthly basis 
 



 
Communication & Reporting 
 

• Reporting income and expenditure to the Oversight Team / Treasurer on a 
monthly basis 

• Providing annual accounts information for the accountants (currently VAS) 

• Liaising with auditors and responding to queries relating to annual independent 
examination 

• Liaising with the Chairman of the Trustees regarding filing of annual return & 
accounts to the Charities Commission and Companies House 

 
Budgeting & Planning 

 

• Helping to prepare the annual budget for approval by the Oversight Team 

• Tracking income and expenditure against budget 

• Tracking cashflow 

• Managing bank accounts, liaising with bank 
 
Payroll 
 

• Liaising with VAS regarding processing of payroll for paid staff 

• Implementing annual pay reviews  
 
Requirements for Post 
 

• Of good repute, full of the Spirit and wisdom (Acts 6:3). 

• A living and active Christian faith. 

• Commitment to submit to the authority of the Bible. 

• Gospel hearted. 

• Good communicator. 

• Numerate 

• Organised and methodical with excellent attention to detail 

• Self-starter, able to work unsupervised 

• Spreadsheet experience preferred 

• Accounting experience desirable but not essential. 

• Some business/commercial experience preferred. 
 
Appropriate training will be provided, in particular in the use of the accounting 
software. A church laptop will also be provided. 
 
Time Required: 3-5 hours per week (depending on applicant) paid at £12 per hour. 
Some time each month to be spent in the church office to arrange payments and deal 
with queries with the General Manager. 


