
Alive Church
Job Information Pack

Job Title: Alive Church Finance Officer / Administrator
Department: Administrations/Finance
Location: Lincoln

Closing Date: 27th August 2021
Interview Date: From 31st August 2021
Start Date: 6th September 2021
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Dear Candidate,

Thank you for your interest in working for Alive Church.
In this pack you will find the Job Description for the role you are applying for.
We encourage you to read the guidance notes and fill in the application form carefully, giving all
relevant information and in particular setting out the ways in which you meet the criteria to be
assessed through the application form.

I hope that you find the job description interesting and decide to apply. I wish you success and we
look forward to receiving your application form.

Glen Ross
Executive Team Leader

Alive Church
Tel: 01522 542166
Email: hr@alivechurch.org.uk
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ABOUT ALIVE CHURCH

We are a vibrant contemporary church currently based in 8 locations; Lincoln Central, Lincoln
North, Lincoln South, Grantham, Wymondham, Scunthorpe, Newark and Gainsborough. The heart
of Alive is to allow every person to KNOW God, GROW in God and GO in the mission of Jesus
through the church. We do this in a number of ways but primarily our activities are centred around
Sunday Services, midweek Life Groups, children’s, youth and student ministry and community
based projects that seek to bring transformation to the localities we are based.

We are part of the Groundlevel Network of churches and therefore are actively involved in all of the
activities of Groundlevel. This includes the One Event and Leaders Conference. In addition to this
Alive Church is a member of the Evangelical Alliance.

Alive Church Lincoln is a registered charity (No: 1140435) and a company limited by guarantee
having no share capital. (Registered Company No: 7494717)

Vision

Our vision is as follows...

We see Alive as a strategic multi-site church made up of thousands, expressing itself in numerous
locations, seeing many people come to faith and equipping people who passionately follow Jesus
Christ. We see a planting church who actively raise leaders and send teams to plant new locations.
A church readily working in partnership with other churches and ministries for the advancement of
God’s Kingdom. We see Alive having a heart for the re-evangelisation of the UK, believing we have
a significant contribution to make.

We see Alive as a knowing church. A multi-ethnic, multi-generational church who value all people,
ensuring everyone is given an opportunity to know Jesus. We see a body of people who carry the
heart and ethos of the church in all age ranges. We see Alive as a church of character and
humility, where every person serves the mission of Christ, putting others before themselves. We
see a church who deeply value both gathering together for vibrant Sunday worship and celebration
and connecting together in small groups for friendship and discipleship.

We see Alive as a growing church. A bible-believing church, living out orthodox christian lifestyle
handed down to us in word and deed. A Jesus-centred community growing in their faith and
empowered to make a difference in the world. A positive Holy Spirit filled people demonstrating the
fruit and gifts of the spirit and the character of Christ. We see Alive as a welcoming church where
kindness and hospitality are the hallmark. A church who model the generous heart of God in their
own generosity. A church who carry a spirit of excellence. A praying church who believe that
nothing is impossible with God.
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We see Alive as a going church. A church of influence, with involvement in all spheres of society
and a focused mission into the world. A church with a heart for the poor and the marginalised, who
are determined to bring transformation to people’s lives. A church led by a dream team of
committed staff and leaders. A team of men and women committed to God and to one another to
see our dreams become a reality. We see a church that leads the way in training leaders who carry
the DNA and culture of the house both within the church and into society, equipping all people to
serve God in every area of their lives.

Values

Team:  Our vision and purpose is led through and accomplished in teams. Teams are made up of
people who give 100% energy and commitment in an environment of encouragement and trust,
equipping and releasing others to go beyond us, cheering each other on toward the goal.

Generous:  As God has given to us, we give more than is necessary or expected of our time, talent
and treasure.

Invitational:  As God first invited us, we live lives of proactive invitation. We see everything as an
opportunity for ALL people to find purpose, experience more, connect and flourish.

Generational:  We champion the family of God - from the eldest to the youngest, creating
environments where everyone is valued. We actively honour those who’ve gone before us, our
inheritance and leaving a rich legacy that outlasts us for generations to come.

Honouring:  We proactively see the image of God in each other. We honour those in position and
authority over our lives. We honour, serve and give time to those whom God has brought us into
relationship with.

Excellent:  We commit to do the absolute best with what we have doing all things in service to God
and one another

Relational:  We keep our hearts fixed on our relationship with Christ (vertical) and love others as
He loves the Church (horizontal).
Youthful:  We’re moldable in our thoughts and actions, embracing change, striving for relevance
and keeping principles over practice.

Entrepreneurial:  We seek every opportunity to grow, improve and multiply by utilising our
God-given pioneer spirit and creativity to do things in a better way.

Supernatural:  We expect to live extraordinary lives by the power of The Holy Spirit

You can find further information about Alive through our website www.alivechurch.org.uk
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JOB ADVERT
Alive Church Finance Officer  / Administrator
Salary: £19,000 per annum
Allocated Time: 37.5 hours per week
Contract Term: Permanent
Line Management Structures - You are line managed by the Executive Administrator & Finance
Director.

Alive Church are looking to employ a Finance Officer / Administrator to support the operations of
Alive Church through effective financial and general administration under the direction of the
Executive Administrator and the Finance Director.

Role Purpose

To work across Alive Church locations taking on a range of finance and administrative tasks to help
release Location Pastors into their ministries and assist the Finance Director with general finance
duties.

The main purpose of the role is to communicate effectively with all Location Pastors, help with a
range of administrative/finance tasks and ensure the work we do is in line with our values, being as
excellent and as efficient as possible.

Duties and Responsibilities

Finance
● Data input using Xero software
● Assist with banking of cash and cheques when required
● Check Bank account position on all accounts

Bank reconciliation for all Alive Church accounts weekly Including the following accounts:
● Alive Current Account
● Alive Rise and Build Account
● Alive Make A Difference Account
● Alive Enterprises Account

● Daily banking sheets - Check the expected income and outgoings on a daily basis.
● Enterprises - Pay purchase invoices only when income received from room hire.
● Mark off paid sales invoices daily.
● HMRC Gift Aid weekly claims.
● Check all emails and give attention to main issues. Some of these are invoices, some are
investigating codes for specific requirements. Some are credit card spend. Authorisation is required
for spend amounts.
● Open external and internal finance post - (usually bank statements and invoices).
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● Oversee the online giving and credit card giving via Streamline and iZettle.
Reconcile the income once received.

● Weekly Friday expenditure for all accounts - check with Finance Director authorisation
amount and all expenses to have authorisation from the location pastor or team leader.
● Update bank spend and receive rules in Xero software when required.
● CAF/Just giving - login and summarise the income.
● Raising invoices monthly external and internal both for Alive Church and Enterprises on
Xero software.
● Update google spreadsheets with giving figures for internal observations/forecasts.
● Credit card monthly check of expenditure and process to right expense codes.
● Check journals and automation of Xero software.

Administration
● Communicate across Alive Church, using the Admin Google Account including Google
Drive, Meet, Calendar and Gmail.
● Giving a great welcome to all staff and visitors who come to the Alive Church Lincoln
Central location office.
● Correspondence - liaising and connecting Location pastors and Assistant pastors with key
volunteers and teams.
● Communications on behalf of the location via telephone, email and letter.
● Office related tasks: photocopying, scanning, printing, post, etc.
● Supporting the planning & administrative process for major church events such as Rise and
Build; Make a Difference; Harvest; Easter; Christmas etc.
● Proactive administration and communication with Location administrative volunteers.
● Creating and organising rotas/events on Google Docs and Planning Centre software as
required.
● Oversee Planning Centre database, ensuring it is up to date, with support to others where
needed.
● Help maintain and develop administrative and operational procedures across Alive Church
locations.
● Managing software such as Slack, Monday and password managers.
● Oversee the ordering of locations equipment in line with budget.
● Creating templates and Google forms for locations.
● Key events planning - including flight plan implementation.
● Implementing policies - eg. safeguarding, data protection, privacy, health and safety.
● Assist with room bookings enquiries and associated admin tasks including booking forms
and invoicing.
● Other duties as assigned that may reasonably be required.
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Essential Desirable

Education and knowledge

Proficient with Google Apps for Business or similar √

5 GCSE’s or more √

Understand the importance of confidentiality within the organisation √

Understand the requirements of GDPR √

Experience

Experience working in a busy office environment, adhering to
administrative deadlines.

√

Experience of using Xero finance software or an equivalent. √

Experience in event management and working to tight deadlines √

Skills

High levels of accuracy and attention to detail √

Excellent customer service skills √

Ability to prioritise own workload with minimal supervision √

Competent written skills for preparing documents such as routine
reports and correspondence, and taking messages

√

Ability to organise information in a clear and logical manner, to
arrange meetings and book travel arrangements

√

Ability to communicate effectively at all levels √

Personal Skills

Knowledge of Alive Church and our Vision and Values √

Knowledge of internal workings of Alive including our Sunday teams
and our volunteer base

√

Other

Keen to work in line with our value of excellence √

Always looking to work in the best way possible, find solutions and
find a better way

√
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Information about working for Alive

Probationary Period: The first three months of your employment will be a
probationary period, during which time your performance and
conduct will be monitored.

Eligibility to Work: You will be asked to provide formal documentation, in
accordance with Home Office guidelines, to show your
eligibility to work in the UK. Failure to comply with the request
or to provide satisfactory documentation may lead to your
employment being terminated.

Place of Work: You are required to work at the following location:
Alive Church Lincoln, Newland, Lincoln, LN1 1XG
You may be required to travel, and to serve ALIVE Church at
other locations.

Hours of Work: Your normal hours of work are 37.5 hours per week to be
worked between 9:00am to 4:30pm, Monday to Friday.
However, there may be occasions when you will be required to
work at other times.

Holidays: Your annual holiday entitlement is 25 days. Your public holiday
entitlement is 8 days. An additional 3.5 days of holiday will be
granted to cover the period we are closed between Christmas
and New Year. Therefore, your total holiday entitlement is 36.5
days a year.
For part time employees, these entitlements are adjusted
on a pro rata basis.
The holiday year runs from 1st January to 31st December.
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Application process

Please apply in writing, by completing the application form and submitting a personal
statement.

Please send your application and personal statement to:

Human Resources
Alive Church Lincoln
Newland
LN1 1XG

Or alternatively by email to hr@alivechurch.org.uk

Should you require any further information about Alive or the role please do not hesitate to contact
hr@alivechurch.org.uk
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GUIDANCE NOTES FOR APPLICANTS

These notes aim to help you complete your job application form. Please read carefully before you
start completing the application form.

Completing your application
We will use the information you provide in your application to decide whether or not you meet the
essential requirements listed above. Please note that if you don’t give examples through your
application how you meet the criteria, your application will not be taken to the next stage.

The people shortlisting will use information from your application and personal statement to
determine whether you will be shortlisted for interviews for this role. You should show through your
application form and your personal statement how you meet the essential criteria of this role.

Personal Statement
Your application form must be accompanied by a personal statement. When writing your personal
statement please ensure it is no more than 1000 words and contains the following:

Name of applicant
Role applying for
Knowledge and experience
The knowledge and work experience that you’ve had – everything that makes you believe you are
the right person for the job
Skills and abilities
How do your skills match what we’re looking for?

Interviews
If your application is shortlisted, you will be required to attend an interview.

References
We will need two good references.
● Your current employer. If you are unemployed, this will be your most recent employer. This
will be someone senior to you who can assess your work for us, not a colleague or friend at work.
● A previous employer, or someone with a senior role who can vouch for you.

DBS check
This position will require us to carry out a Disclosure & Barring Service check.

Data Protection
By law, we have to let you know that we keep the personal information about you that you put in a
job application. When you sign and send an application in, we take this to mean that you are giving
us permission to keep it, and to use it to get in touch with you, if we find a job we think would suit
you in the following six months. A copy of our privacy policy is attached.
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Your views
We’re happy to hear from you. We want to improve our recruitment, so please do let us know what
you think about the process.

Tips for the interview
If you are successful in being offered an interview then the following information may be of value to
you.

● Be yourself - act naturally;
● Try to relax and ask for water if you need it;
● Don’t be afraid to take time to gather your thoughts and think of your best example to fit the
question before speaking;
● It’s OK to ask questions - remember it is a two-way conversation;
● It’s also OK to ask the panel to repeat a question, or clarify your understanding for what you
are being asked;
● If you are unsure about whether your example is what the panel was looking for, at the end
of your response check with the panel that you have answered their questions;
● The panel will be busy taking notes during the interview and may not be able to maintain
eye contact with you throughout the interview. Don’t let that distract you or put you off. It’s their job
to get everything down so they have an accurate record of what you have said in the interview - it
does not mean you are giving bad examples.
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