

Job Description: Operations Manager
	Salary
	TBC

	Team
	

	Reports to
	Incumbent/ Priest-in-Charge/Churchwardens (during vacancy)

	Optional
	Day-to-day oversight by the Operations Manager/ PCC Secretary

	Line Reports
	The Caretaker and Verger

	Contract Duration
	Permanent /Fixed Term [duration]

	Contract Type
	Full time / Part-time (X-FTE)

	Contact with vulnerable groups

	No contact with Children/Vulnerable Adults
Limited contact with Children/Vulnerable Adults
Regular contact with Children/Vulnerable Adults
Contact with Children/Vulnerable Adults in a regulated environment
Oversight of staff working with Children/Vulnerable Adults

	DBS Check Requirement
	Enhanced / Basic / NA


Background
[Brief paragraph providing context for the job, focusing on team/function/role].
Job Purpose
To oversee the smooth and efficient running of the Parish from an Administration, Facilities and Financial perspective.  

Relationships
· Clergy and Management Team 
· Staff team, including the Youth Leader, Parish Administrator 
· Office Volunteers 
· Church Wardens and PCC 
· Wide range of parishioners 
· Suppliers   

Key Responsibilities

Administration 
· Responsible for keeping Parish policies up-to- date and for identifying individuals to draft, update and review policies. This include key policies such as Health & Safety,  
· Ensure that policies are reviewed and signed off by the PCC. 
· Responsible for Parish insurance policies and for managing and concluding any insurance claims.  
· Create a monthly report on the overall facilities and premises for the Management Team and PCC.  
· Responsible as the Electoral Role Officer for the Parish. 
· As Data Protection Officer for the Parish, accountable for the General Data Protection Regulations (GDPR) and for ensuring that the Privacy Notice, policies and procedures are documented and in place.   
· Oversee the planning for and administration of the Annual Parochial Church Meeting (APCM). 
· Undertake any other duties that may reasonably be required, as directed by the Rector.  




 
Facilities 
· Responsible for working with relevant contractors to ensure that all commissioned work is carried out as planned and that safety standards are fully met (boiler, fire alarm, fire extinguisher, kitchen hazards, AV equipment etc). 
· Work closely with the caretaker in overseeing the day-to-day work of any contractors on site.  
· Responsible for ensuring the best deal for Church expenses such as energy providers is being met. 
· Prepare plans for any scheduled maintenance for the Church or Church buildings.  
· Responsible for keeping an up to date record of all staff training sessions and any appropriate review dates.  
· Oversee the rota for the opening and closing of the Church and Church Buildings.  On occasions, be personally responsible for opening and closing the buildings.  
· Update and retain the log and terrier.  
· Ensure that all staff are familiar with hygiene rules around the premises, such as in the kitchen and toilet facilities. 
HR 
· Lead, develop, motivate and nurture the staff team in the Parish Office.  
· Accountable to the Rector and PCC for staff terms and conditions of employment and remuneration policies and procedures.   
 
Finance 
· Responsible for the planning and management of budgets. Work closely with the Management Team and Treasurer to ensure that the budget process operates efficiently and to agreed timelines. 
· Manage the monthly reconciliation of the Parish’s financials, providing a report to the Treasurer and PCC.  
· Work closely with the Treasurer, to ensure that all relevant information and supporting documentation is provided to the Auditors, when required.   
· Oversee the monthly staff payroll, in conjunction with the payroll provider, to ensure that staff are paid correctly and the pension scheme is set up correctly and operating efficiently. 
· Authorise invoices and payments for assigned budgets. 
· Oversee a clear and transparent expenses claim system for clergy and staff.   
· Provide quarterly financial reports to the Management Team. 
· Ensure the monthly management and statutory annual accounts are prepared and produced, in conjunction with the Treasurer.  
 
IT 
· Accountable for the management and smooth operation of the Parish’s IT system (hardware and software) and associated contracts.  
· Responsible for keeping an inventory of all IT equipment and authorise the purchase of new equipment.  
· Responsible for ensuring that staff have up-to-date mobile phone contracts, where applicable.  

General 
· “[Insert name of Church body] is committed to safeguarding and promoting the welfare of children, young people and vulnerable adults. All post holders and volunteers are expected to share this commitment.”
· 

This job description is issued as a guideline to assist you in your duties, it is not exclusive or exhaustive. Due to the evolving nature and changing demands of our service to the diocese this job description may be regularly reviewed to ensure it is an accurate representation of your post. You may, on occasions, be required to undertake additional or other duties as may reasonably be expected within the scope and grading of the post and according to the needs of the Organisation.

Person Specification: Parish Administrator
	
	Essential
	Desirable

	Qualifications
	· Degree level education or equivalent 
	· A recognised, professional qualification in Management and/or Administration. 
· Financial qualification

	Experience
	· Previous experience in Facilities Management and Administration. 
· Experience of running a multi-disciplinary team.  
· Proven track-record of working effectively in a similar role in a church, charity or secular context. 
· Proven track-record of managing a multi-purpose building. 
· Experience of managing finances and budgets. 
· Experience of negotiating contracts. 
· Experience of recruiting and managing staff.  
	· Experience in a church, charity or public‑sector environment.  
· Proven track-record of operational and strategic leadership, planning and execution. 
· Experience of working with contractors and overseeing building projects. 


	Skills & Knowledge
	· Good managerial skills.  
· Good organisational Skills. 
· Good IT skills (Microsoft Office)  
· Well-developed inter-personal skills with the ability to establish rapport with a diverse range of people and ages
· Health & Safety legislation and its application. 
· Strong grasp of financial and accounting principles.   
	· Knowledge of Church of England structures, occasional offices and APCM processes.
· Familiarity with GDPR, safeguarding administration and basic finance tasks.  
· Experience managing volunteers or coordinating events.
· Some knowledge of Anglican canon law and procedures. 





	Personal
	· Fully supportive of the aims and mission of the Church of England [or This role carries an occupational requirement to be a practising Christian in accordance with the Equality Act 2010.]
· A commitment to prayerful strategic development, teamwork, planning, coordination and communication 
· Resilient, able to handle, with competence, a demanding varied workload.  

	· A practising Christian
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