SAINT JOHN VIANNEY
CATHOLIC CHURCH

VIANNEY HOUSE, 1 BISHOPTON CLOSE, MOUNT NOD, COVENTRY, CV5 7GW

VOLUNTEERING OPPORTUNITIES

PARISH GIFT AID COORDINATOR
Could you use your organisational and finance skills to support the life and mission of our
parish? We are looking for a volunteer to coordinate our Gift Aid scheme, helping the
parish reclaim tax on eligible donations. This role is ideal for someone who is organised
and who has experience working with finances and, of course, is keen to make a valuable
contribution behind the scenes.
The role comprises of allocating each week, using the diocesan computerised system, the
total of the gift-aided weekly envelopes received in the offertory collection.
Responsibilities of the coordinator throughout the year:
As and when
e Deal with queries and enquiries
e Complete new (G/A) declarations for recording on to the diocesan system
e Availability for Diocesan audit visits
Weekly
e Collect, collate and file (1/2 hr)
e Check Gift Aid account emails and notifications (10 mins)
Monthly
e Liaise with parish accounts personnel regarding any new standing orders,
establishing if they are GA or not (15 mins)
Quarterly
e Be aware of and make appropriate amendments to the diocesan system regarding
GA parishioners no longer contributing (1/2 hr)
Annually
e Retain record of and issue GA and non-GA envelopes, especially for the start of the
new tax year (3 hrs)
e Complete the tax year end claim form for GA (7hrs)
e Retain appropriate envelopes required for Diocesan audit purposes and HMRC (1/2
hr)
e Finance Committee Meetings (2hrs 2 yearly). The recommendation of the Diocese is
that the person should be a member of the Parish Finance Committee who is able to
attend Finance Committee meetings in an advisory capacity

PARISH COUNTER ORGANISER

We are looking for either the same person as G/A Coordinator or another to volunteer to
organise the weekly envelope counters. Duties include:

e Production of the annual counter’s rota

e Production of the annual instruction sheet

e Providing instructions regarding any revisions to the Diocesan weekly income sheet

used by counters

A point of call for any counting queries

For more information or to apply, please get in touch with the Parish Office or Fr. Alex.

July 2026



