Private and Confidential
Operations Manager – Revitalisation opportunity in Scunthorpe
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Stoking the fires of faith by Sharing Jesus, Growing Disciples and Serving Crosby and Berkeley
	Job Details

	Title
	Operations Manager (OM)

	Reports to
	Vicar

	Hours
	Part Time 21 per week (FT 37.5)

	Salary
	£30,127.50 (pro-rated for part time)
Employer pension contribution

	Working Days
	Friday + 2 or 3 mid-weekdays (to be agreed on)

	Annual Leave
	5.6 weeks (FTE) per full year worked, 
Bank Holidays (pro-rated)

	Location of employment
	St George’s Church, Crosby, Scunthorpe

	Contract of employment
	2 years fixed (possibility of extension), 6-month probation



	Job Role

	
Joining a new revitalisation project within St George’s Crosby, which sees St George’s and Church of the Resurrection working together for mutual revitalisation and flourishing.  This is an opportunity to shape and develop the role alongside the growth and revitalisation of the Churches.

Working collaboratively with the Vicar and Church Wardens you will oversee the day-to-day operations, ensuring all administrative, financial, and facility-related activities run smoothly to support the church's ministry.  
  
Based primarily out of St George’s, the OM will work within the Support Team and alongside both the Multi-Generations Team, and the Ministry Team to aid the mission and vision of the church.  Key responsibilities include managing staff and volunteers, overseeing building maintenance and safety, handling finances and budgets, coordinating events and communications, and ensuring legal compliance with policies like GDPR and Health & Safety regulations. 

21 hours to be worked over 3-4 weekdays, to include Fridays.  Working pattern to be agreed upon.  Due to the nature of working within a Church the occasional weekend, evening and bank holiday work may be required.  In this event time of in lieu will be given.  Due to the nature of this role, there will be occasions where working from/visiting the Church of the Resurrection, Berkeley, Scunthorpe is required.




	Core Responsibilities

	Communications and compliance

	
· Oversee internal and external communications, including social media and websites.
· Ensure the church complies with all legal obligations, such as GDPR and Health & Safety.
· Conduct risk assessments and ensure appropriate policies are in place and maintained. 

	Facility and property management

	
· Ensure church building are safe, secure, and well-maintained.
· Coordinate maintenance and repairs.
· Oversee IT, telecoms, and other commercial contracts, developments and implementation.
· Developing hire and use of buildings.

	Financial management

	
· Oversee budgets, finances, and invoicing.
· Manage supplier contracts and utility services.
· Assist with fundraising strategies and donor management.
· Working with the Church Treasurers.

	HR & Safeguarding

	
· Manage office staff and volunteers.
· Handle HR duties, including recruitment, onboarding, and payroll.
· Maintain staff and volunteer records.
· In conjunction with the Safeguarding Officer, ensure that the Diocesan safeguarding policy and the Churches policy is implemented and fully embedded across all church activities.

	Strategy and planning

	
· Support senior leadership in strategic planning and developing new initiatives.
· Manage the central calendar for events and activities.
· Develop and implement logistical systems for events and services.



	About you

	
As a new revitalisation, we are a small congregation and therefore it is vital to have someone who is approachable and personable.  Able to work on their own and within a growing team of both employed staff and volunteers.

St George’s is part of the Inclusive Church network, and we believe that the Church of England is for everyone.  We want to reflect the diversity of the community the Church, therefore, while of course we welcome all applications from interested and suitably experienced people, including applicants looking at returning to work or who are from UK Minoritised Ethnicities (UKME)/Global Majority Heritage (GMH), those who are part of the LGBTQ+ community, people with disabilities and other under-represented groups. 


	Essential

	
· The ability to demonstrate experience in a role with similar expectations.
· Experience of working with people from various from socio-economic backgrounds. 
· Experience in working in community outreach, preferably within a Christian environment.
· As you are working within a Church it is important that you can work within and understand a Christian Ethos, have a working understanding of the Church of England and the nuances of the inclusive Anglo-Catholic tradition.
· People management and leadership skills.
· Excellent organisational and planning skills.
· Project management skills.
· Clear and effective communication skills.
· Can help to turn vision into reality.
· Takes initiative and adapts creatively.
· An ability to be confidential.

	Desirable

	
· There is no specific need for the applicant to be Christian, our preference is that you would become part of the Crosby and Berkeley Church family, worshipping at either St George’s and or Church of the Resurrection.
· Sensitivity and experience of working in a multi-faith, multi-racial environment.
· Full clean driving license.
· First Aid qualification.
· Food Hygiene qualification.
· An awareness of Mental Health challenges within the workplace/Mental Health First Aid trained.
· Experience working with a Church Management System.





	Recruitment process

	Applications 

	
Applications made via the application form.    All applications received will be acknowledged via email.


	Interviews

	
Interviews will be held in March at St George’s Church.  
As part of the interview process there will be a formal interview and an opportunity to be shown around both St George’s and Church of the Resurrection.


	Start date

	
The successful candidate will be contacted within a week of the interview and offers are made subject to successful references, and DBS checks.  
All roles are subject to a 6-month probation, and successful completion of safeguarding training.




For more information or to discuss the role please contact Mother Kate on kate.hough@lincoln.anglican.org, 07754 049 060.
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Application for Employment

Position applied for:

Completed applications to be emailed to kate.hough@lincoln.anglican.org or posted or handed into St George’s Parish Office, CrosbyONE, Digby Street, Scunthorpe, DN15 7LU
This appointment will be subject to satisfactory references and Disclosure & Barring Service (DBS) clearance (if appropriate / applicable to post).
	About you



	First name

	Surname


	Title

	Other names in full (inc. dates know by that name)


	Email address


	Permanent address (inc. Post code)


	Mobile

	Landline (if applicable)


	Health & specific needs – are there any health issues or specific needs that may affect your work, or any specific accommodations that may need to be made?



	Eligibility to work in the UK:
Are you a British subject or a national of any EU country?
	

	If not, do you have the right to work in the UK and a current work permit?
	

	If so, please state the expiry date of your right to work in the UK and/or your work permit:
	

	Disclosure of convictions
Have you ever been convicted of a criminal offence? If YES, you must provide details separately.
	





	How you meet the criteria
Taking into account the Job Description, please explain why you feel you have the necessary skills and experience for this post.  

	













	Reason for applying
Please explain why you are applying for this post.

	









	Other Details
Leisure interests, hobbies etc.

	






	If appointed, what date would you be available to take up the post?







	Education & employment history


Secondary Schools Attended
	School
	From
	To
	Subject with grades

	




	
	
	


Further Education (e.g. University/College
	College/University
	From
	To
	Subject with grades

	




	
	
	


Employment present and all previous
	Date from
	Date to
	Employer name & address
	Brief description of responsibilities
	Reason for leaving

	




	
	
	
	


Other relevant experience or skills
	Date from
	Date to
	Details

	


	
	



	Safer Recruitment


The confidential declaration form must be completed by all those wishing to work with children and / or adults experiencing, or at risk of abuse or neglect.  It applies to all roles, including clergy, employees, ordinands and volunteers who are to be in substantial contact with children and / or adults experiencing, or at risk of abuse or neglect.  This form is strictly confidential and, except under compulsion of law, will be seen only by those involved in the recruitment / appointment process and, when appropriate the Diocesan Safeguarding Adviser or someone acting in a similar role / position.  All forms will be kept securely in compliance with the Data Protectin Act 1998.  
Please note that the Disclosure and Barring Service (DBS) is an independent body.  It combines the functions of the Criminal Records Bureau (CRB) and the Independent Safeguarding Authority (ISA).

	1. Have you ever been convicted of or charged with a criminal offence or been bound over to keep the peace that has not been filtered in accordance with the DBS filtering rules20? (Include both ‘spent’ and ‘unspent’ convictions)
	YES / NO

	2. Have you ever received a caution, reprimand or warning from the police that has not been filtered in accordance with the DBS filtering rules
	YES / NO

	3. Are you at present (or have you ever been) under investigation by the police or an employer or other organisation for which you worked for any offence / misconduct?
	YES / NO

	4. Are you or have you ever been prohibited and / or barred from work with children and/or vulnerable adults?
	YES / NO

	5. Has a family court ever made a finding of fact in relation to you, that you have caused significant harm to a child  and / or vulnerable adult, or has any such court made an order against you on the basis of any finding or allegation  that any child and / or vulnerable adult was at risk of significant harm from you?
	YES / NO

	6. Has your conduct ever caused or been likely to cause significant harm to a child and / or vulnerable adult, and / or put a child or vulnerable adult at risk of significant harm?
	YES / NO

	7. To your knowledge, has it ever been alleged that your conduct has resulted in any Safeguarding concerns?
	YES / NO

	8. Have you ever had any allegation made against you, which has been reported/referred to, and investigated by the Police/Social Services/Social  Work Department (Children or Adult’s Social Care)? 
	YES / NO

	9. Has a child in your care or for whom you have or had parental responsibility ever been removed from your care, been placed on the Child  Protection Register or been the subject of child protection planning, a care order, a supervision order, a child assessment order or an emergency  protection order under the Children Act 1989, or a similar order under any other legislation? 
	YES / NO

	If you have answered yes to any of the above questions please provide details (including question number) in the space below.  You may use an additional sheet if necessary.









	References


Name and contact details of three persons to whom reference can be made (one must be your present or most recent employer). References will usually be taken up by email before interview for short-listed candidates (unless you indicate otherwise).
If the post you are applying for has a Genuine Occupational Requirment to be a committed Christian please provide a third reference from your minister.
Reference 1 – current/most recent employment
	Full name of referee & Job/role title:

	Email address and mobile/telephone:

	Postal address:


	Position held by you & dates:
	Name you are known by:



Reference 2 – employment or character 
	Full name of referee & Job/role title:

	Email address and mobile/telephone:

	Postal address:


	Position held by you & dates:
If a character reference how does this person know you:

	Name you are known by:


Reference 3
	Name and contact details of minister:

	Email address and mobile/telephone:

	Postal address:


	Do you hold any roles within this church?

	Name you are known by:





Declaration 
I declare the above information (and that on any attached sheets) is true, accurate and complete to the best of my knowledge. 
If I am appointed, I agree to inform my line manager or supervisor if I am charged, cautioned or  convicted of any offence or if I become subject to a Police/Social Services/Social Work Department (Children or  Adult’s Social Care) investigation. 
Signed…… 
Full Name…. 
Date………….. 
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