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Central is a church family of approximately 150 people with an average Sunday 
congregation of about 80 people and a staff team of 3. Our focus is on encountering Jesus in 
all that we do, redeeming life by dealing with life’s challenges as they come up and loving the 
city by being radically generous with all that God has given us! (More can be found about 
our vision and values on our website). Five years’ ago, the church appointed an Operations 
Manager, who has created and implemented systems and structures for stable growth and 
managed various major building projects to ensure that the site is maintained and can be 
utilised for and aligned with the vision. In April 2017, the church appointed an 
Administrator, who played a vital role in dealing with the day-to-day running of the church.  
This role came to an end in August 2019 and the church council have used the opportunity 
to review and clarify the roles that they feel are required to help Central move towards its 
vision. As part of this restructure, the Operations Manager and Administrator roles have 
been redeveloped into the new Church Manager role outlined below. The current 
Operations Manager will be transitioning into an Associate Church Leader role, working 
alongside the vicar in ministry-based responsibilities and will line manage the new Church 
Manager. 

The purpose of the Church Manager position is to oversee the implementation, 
management and compliance of the organisation’s systems and structures, to ensure 
church-wide collaboration and cooperation towards the vision and current aims. By 
ensuring that our systems and structures are always one step ahead, this role will mean that 
the church is primed for growth. 

The person who fulfils this position will be someone of integrity with a godly character, 
prayerful and seeking to live under the authority of the Bible. They will need to be highly 
capable in leading relationally, build trustworthy relationships and manage 
organisationally, help people to achieve their very best with the structures of the 
organisation and have the skills and drive to move things forward. A ‘can-do’ attitude is 
essential in this role, meaning that the successful candidate will not be overwhelmed when 
they are met with new and unknown challenges. Instead, with the support of their line 
manager and rest of the team, they will grasp challenges as an opportunity to learn 
something new and make it happen and grow. The person who fills this position will need to 
be a confident self-starter, early-adopter and completer-finisher, with an eye for detail. This 
role involves a balance between carrying out the day-to-day tasks that are vital to the 
running of the organisation, and taking responsibility for the project-based developmental 
areas of oversight. Being a highly efficient and effective communicator is essential, as a large 
part of this role will involve training and coaching people to understand the systems in 
place and use them effectively.  

This role will involve taking responsibility for the following areas to ensure that they are 
effective in their purpose, developed to keep up with growth, and all associated procedures 
and structures are understood, followed and implemented across the organisation. 
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• Communications – In October 2018, the 
church rebranded to more effectively reach 
the people of Bristol today. Comms includes 
managing, developing and communicating 
the brand through the website, social media, 
marketing, advertising, PR and other outputs. 

• Finance – Forecast and manage office budgets 
to reach targets and facilitate growth. 
Raise/pay invoices and complete day-to-day 
banking, as well as make any central capital 
purchases. 

• Safeguarding – Work alongside the Parish 
Safeguarding Officer to ensure the safe 
recruitment of all volunteers. Obtaining 
annual consents for children who attend kids 
work and activities at Central. 

• Site – Maximise the utilisation of the site 
firstly for church activities and secondly to 
generate revenue by managing and growing 
it’s use for events; room hires and car parking 
to make the site more self-sustaining. Manage 
the security and insurance for the site and 
ensure compliance with conditions of cover. 

• Database – Ensure compliance with GDPR 
through the correct management, 
enforcement and updating of the PCC’s data 
protection and privacy policy. Run the 
Churchsuite database and ensure good 
security through user management and 
training. 

• Office Equipment – Deal with the repair and 
maintenance and purchase of office 
equipment including IT and software. 
Manage and Review Leased Equipment as 
required.  

• Maintenance - Organise and oversee the ad-
hoc and cyclical maintenance and repair of 
the site including regular safety checks 
(Electrical, Gas, Fire), ongoing clearing of 
roofs and gutters, quinquennial inspections 
and equipment repairs and maintenance. 

• Cleaning – Manage the cleaning contract to 
ensure the site is always at a satisfactory 
standard.  

• Site Setup and Utilisation - Facilitate 
internal/external bookings by ensuring they 
are properly equipped, setup and staffed. 

• Development – Work with the Associate 
Leader to apply for grant funding, obtain 
faculties and other statutory permissions and 
oversee work on behalf of the PCC. 

• Inventory / Logbook – Work with the 
churchwardens to maintain and update the 
church inventory and logbook. 

• Finance – Forecast and manage site related 
budgets.  

• Compliance – ensure the PCC are compliant 
with all relevant Legal and charity 
requirements.  

• Ecclesiastical – Ensure the PCC and 
compliant and meet the requirements of the 
Church Representations Rules, 
Churchwardens Measure and Faculty 
Jurisdiction Rules. Make all returns to the 
diocese and registrar general in a timely 
manner. 

• PCC Policies – Advise the PCC on relevant 
policy updates and proposals. 

• Compliance - Ensure that all relevant Health 
and Safety laws for the size of our 
organisation are adhered to.  

• Risk Assessments – Maintain and update 
risk assessments (Site and Activity) and 
ensure all actions are completed or followed 
up.  

• Incident Reporting – Report incidents as 
necessary under relevant health and safety 
and safeguarding laws and policies. 

• Recruitment – Work with the Vicar and 
Associate Leader in the recruitment of staff. 
Ensure that interviews are carried out fairly 
and recorded properly.  

• Compliance and Management – Check all 
employees have right to work and ensure 
compliance with relevant employment laws 
and PCC policies. 
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• Contracts – Write and Maintain employee’s 
terms and conditions of employment.  

 

• Experience in creating effective teams, 
including experience of line managing other 
people and delegating effectively – Essential. 

• Significant business experience with the 
ability to both develop strategies and execute 
action plans to deliver the vision – Essential. 

• Experience managing projects of a diverse 
and complex nature – Desirable. 

• Experience of delivering projects within tight 
budget constraints -Essential. 

• Leadership experience in a church ministry 
context (e.g. Small group leader, Youth and 

Children’s, Congregational leadership role 
etc.) – Desirable. 

• Experience recruiting and managing 
volunteers – Desirable. 

• Experience writing and implementing 
policies and procedures – Desirable. 

• Experience writing and adhering to budgets – 
Desirable. 

• Experience in creating simple and effective 
digital design (Publisher/Photoshop /Creative 
Suite) – Essential.

  

• Knowledge of how a church operates on a 
daily/weekly/annual basis – Desirable. 

• Knowledge of resources management 
(security, insurance, legislation etc.) – 
Desirable. 

• Knowledge of the Church of England, local 
and Diocesan structures and processes – 
Desirable. 

• Knowledge of Finance and Accounting 
Procedures - Desirable

  

• Excellent interpersonal skills – a collaborative 
team player able to empathise and support in 
pastoral/managerial situations, as well as 
having the skills and credibility to be able to 
constructively and graciously confront and 
challenge colleagues when the situation 
demands. Able to work with and influence all 
types of people – Essential. 

• Ability to work well and know how to manage 
yourself and others when working under 
pressure - Essential. 

• Ability to prioritise workload and manage 
other people’s expectations – Essential  

• A willingness to make informed and sound 
decisions, and wisdom to judge when wider 

discussion and authorisation is required – 
Essential.  

• Strong problem-solving skills and a passion 
for ensuring that details are correct, and 
conclusions are well founded – Essential. 

• A good communicator, verbally and in 
writing; able to chair meetings and give 
presentations to groups -Essential. 

• Computer literacy (word processing, 
spreadsheets, e-mail and Internet apps) – 
Essential. 

• Creative eye for digital design – Essential  
•  Educated to degree level – Desirable. 
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