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Operations manager
Christ Church Spitalfields 

The post will take the lead role in overseeing the operational management of this growing east London church, encompassing the key functions of and business development, finance, buildings, staff and administration with input into future strategy.

Key areas of responsibility

1. Business development
· Strategically develop imaginative and effective business plans and opportunities for the whole church operation
· Marketing of Christ Church as a venue, setting and hitting ambitious sales targets 
· As a company director of the Christ Church companies work with the company secretary to ensure legal requirements are in place
· Lead on operational communication

2. Finance and administration
· Management of finance operation; from budgeting to annual accounts 
· Lead and oversee appropriate fundraising activities.
·  Ensure adequate IT provision across the church structures
· Develop and maintain legal documents and policies as required

3. Buildings
· Manage planned maintenance of all church properties (currently Christ Church Spitalfields, Hanbury Hall, 35 Buxton St, Rectory basement offices, Christ Church Gardens).
· Enable and oversee property development projects (e.g. the crypt)

4. Staff
·  Manage the operations team (currently 2 full time, 1 part time)
· Coordinate the use of external advisors and consultants
· Oversee HR, polices and payroll
· Play a full part in the corporate work of the senior staff team 

5. General duties
· Work in such a way as to grow the church membership
· Manage own administration and that of work areas 
· Report as required to the church council 





Terms and conditions
· The Rector is the line manager
· Annual appraisal will involve other members of the senior staff team
· Holidays: 25 days holiday (inclusive of 3 days Christmas closure) plus statutory holidays
· Hours: Full time ( 37.5 hours per week)
· Pay: negotiable
· Conference and training needs
· Up to three Faith and Purpose days are allowed a year


The person
An enthusiastic Christian; a member (or prepared to become a member) of Christ Church you will need to be committed to delivering its vision
Significant strategic business experience and project management skills
Able to manage finance and deliver fundraising targets
Academic or professional qualifications and committed to own professional development 
A strong team leader and player with a proven track record
An excellent communicator and proficient user of IT 
A proven networker
Able to multi task, whilst maintaining attention to detail
A servant heart prepared to work beyond the job description 
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