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[bookmark: _Toc181266457][bookmark: _Hlk104819649]JOB DESCRIPTION –Programme support officer – Finance and Projects

	Job profile
	

	Job title
	Programme support officer – Finance and Projects

	Team
	Strategic Programme Team

	Reports to
	Strategic Programme Manager

	Principal Location
	Diocesan office, Peninsular House

	Travel required
	Occasional travel across the Diocese

	Work pattern / hours
	Full time but hours negotiable with a minimum of 3 days/week.
Usual hours across Monday – Friday. Occasional weekend/evening meetings required

	DBS check required (Yes/No)
	No

	Special conditions of employment
	This role is time-limited for 5 years in the first instance due to grant funding constraints 

	Date written/updated
	September 2026

	Start Date
	January 2027 



	Role context

	The Diocese of Portsmouth is made up of 13,000 or so worshippers in 129 Church of England parishes across south-east Hampshire and the Isle of Wight. The diocese is divided into seven deaneries, each of which co-ordinates the mission and ministry of parishes in their area.   Our vision is to be a Church with Jesus Christ at the heart of everything we do, a Church in which we seek God’s Kingdom, and where all are enabled to experience a life-transforming encounter with Jesus Christ in order to become disciples. Our diocesan-level vision and strategy provide a framework for the life and ministry of parishes, chaplaincies, and deaneries of the diocese. It speaks of a diocese longing to be “a rejuvenating community of Jesus-centred, Kingdom-seeking disciples”.

The Diocese of Portsmouth has been awarded a number of large grants by the Church of England’s Strategic Mission and Ministry (SMMI) board to support delivery of its rejuvenate strategy.  This funding enables the appointment of a Programme Support Officer.



	Role purpose and objectives  

	· Ensure that programme financial processes and reporting run smoothly
· Ensure that project and parish data is maintained as an up to date record, and support the development of key statistics to inform decision making, support funding cases and investment requests.
· Provide project administrative support for the Rejuvenate Strategic Programme and key meetings




	Key responsibilities 

	Programme financial administration
· Coding of invoices against the relevant project budgets
· Production and monitoring of cash-flow forecasts 
· Maintain budget/actuals/forecast reports for each project
· Monitoring workflows within the national Grants Management System
· Help prepare funding reimbursement/drawdown claims for grants
· Setting up budget templates for new projects
· Carry out ad hoc analysis/highlight potential issues/anomalies
· Support Parish administrators and volunteers with grant management, including invoicing, reporting and year-end processes.
· Act as day-to-day contact point for programme finance queries from Parishes

Data analysis
· Maintain reporting dashboards on parish data and project delivery
· Analysis of financial accounts to present aggregated data 
· Collect and present information using a range of methods, e.g. dashboards, maps, graphs and PowerPoint that is accessible and understandable by a range of audiences.
· Support the improvement of data collection and reporting in the Diocese and across all key programmes;
· Support colleagues across the diocese in their use of data providing timely and accessible information, and how to use it effectively.

Project Support
· Assist in the coordination of project activities, including scheduling meetings, preparing agendas, and documenting minutes.
· Co–ordinate the receiving and communication of programme information 
· Participate in periodic project monitoring and performance reviews, as required.
· Oversee the secure storage of programme management information (online)
· Compile reports on progress of work as required

General
· Ensure that the principles of data protection, confidentiality, health and safety and safeguarding, are adhered to, and maintained throughout the course of duties.   

Being part of a small team, there will be opportunities to learn more about project and programme development and explore new areas in a highly supportive environment. There will also be opportunities to:

· Attend and help deliver meetings, events and activities
· Manage small project workstreams within the larger programme 
· Be part of developing and delivering large programmes and projects
· Learn from others undertaking similar roles in other Dioceses




	
	Essential and desirable skills, knowledge and experience required for the job

	Attributes
	Essential
	Desirable

	General

	Sympathetic to the overall Christian mission of the Church of England.
A strong team player.
Available for occasional weekend and evening work, including occasional travel to the Isle of Wight
	Access to a car and a full clean driving license available for business use.

	Qualifi-cations and Training

	Education to A-level standard or above

	Data analysis techniques
Qualifications or training in relevant matters such as finance, administration, or Project Management

	Experience

	Managing and organising a range of data sets from multiple sources to enable analysis, presentation, and interpretation

Financial administration and record keeping.

Experience of organising, planning and prioritising a varied workload.

Experience of collaborative working.
	Experience of working with faith communities.
Knowledge of the local area.
Working in a project environment
Using financial software packages, especially Xledger
Using Salesforce software (upon which the Grants Management System is built)

	Knowledge, skills and abilities

	Analytical and problem-solving ability
Data analysis techniques
MS Office use, especially Excel
Comfortable interpreting financial data and reporting 
Strong communication skills, particularly writing letters, reports and papers.
Excellent planning and time management skills.

	Use of data presentation and mapping tools eg ArcGIS, PowerBI

Understanding of the structure and processes of the Church of England.


	Personal Qualities


	A customer focused, pragmatic approach – tactful, diplomatic, and results-orientated.
A high degree of flexibility and trustworthiness.
Willingness to work pro-actively and take the initiative.
Ability to work independently as well as part of a team.
A keen eye for detail.
Ability to explain difficult or complex issues to people of wide-ranging abilities and backgrounds.
Practical problem solver with ‘can do’ attitude.
Friendly / approachable.
	




	Organisational structure & Relationships

	Reports to: Strategic Programme Manager
Key Collaborations:
· Strategic Programme Team
· Director of Ministry & Discipleship and team
· Finance team
· Designated local parishes – ministry teams, local staff and parochial church councils 




	Remuneration

	The role is remunerated at £27,250-£30,670 p.a.  depending on experience (full time equivalent, pro-rated for part-time working)
25 days holiday plus bank holidays (full time equivalent, pro-rated for part-time working)
Pension scheme 
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