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Role Description: Operations Manager
Organisation: St Philip’s Church 
Location: St Philip’s Church Office 185 Mill Road, Cambridge CB1 3AN
Position Type: 30-35 hours per week – flexible hours possible.  These hours would normally be worked on Monday-Friday between 9am-5pm 
Salary: £35-37,000 p.a. depending on experience, with the opportunity to join our employer pension scheme
Probation Period: 6 months 
Reporting To: The Vicar 
About St Philip’s Church
St Philip’s Church is an open-hearted church with a deep desire to demonstrate God’s love in our local community, to draw people into that love to find welcome and hope. We believe we are called to connect positively with the world, build community and be inspired by God to learn, pray, and serve. 
Our church building is the hub of our worship, prayer, fellowship, and community outreach. We view our excellent building and facilities as a wonderful resource to be shared generously with the community, particularly those who need extra support. 
To support, help, and reach the community in this way, there are necessary administrative tasks which keep everyone safe, maintain this wonderful resource, enable us to be financially generous, and ensure we are open, available, and welcoming to everyone. The role of the Operations Manager is key to this crucial aspect of our mission. 
With a joint focus on commercial viability and missional vision, this role will manage and develop our facility hires in alignment with our community ethos. The successful candidate will manage the maintenance of the building's fabric, provide vital administrative support to the clergy, and foster deep, relational connections with both current and new hirers as fellow members of our extended church community. 
Key Responsibilities
1. Manage hirers of the building – 50%
· Mission-Aligned Income: Seek out and onboard new hirers whose activities directly benefit the local community, ensuring our building use reflects our vision with the aim of securing sufficient revenue for commercial viability of the space. 
· Relationship Management: Manage existing hirers, coordinate building access, and troubleshoot issues promptly. Actively build warm relationships with hirers so they feel valued as fellow members of the St Philip’s community. 
· Booking Administration: Oversee the online room booking system, manage hire agreements, issue contracts, handle key distribution, and publish schedules so all building users are informed. 
· Financial Administration: Set annual hire budgets and pricing in collaboration with the Parochial Church Council (PCC). Manage invoicing, credit control, deposit returns, and cashless giving contracts, working closely with the Treasurer and the church’s Finance Overseer. 
2. Building & Fabric Management – 20%
· Maintenance & Contractor Liaison: Manage the physical building and its fabric. Maintain the maintenance log, interpret the quinquennial report, and liaise directly with contractors, the Diocesan architect, and the PCC over ongoing maintenance and structural works. 
· Day-to-Day Upkeep: Monitor the building to identify and resolve broken fixtures (lighting, locks, heating, etc.). Arrange routine servicing for the lift, shutters, boilers, and fire equipment. 
· Vendor & Asset Management: Manage utility contracts, read meters, oversee waste collection contracts, and purchase furniture or office equipment as required. 
· Cleanliness & Grounds: Direct the cleaning team as their main point of contact and oversee the management of the small church garden. 
3. Clergy & Office Administrative Support – 20%
· Clergy Assistance: Provide dedicated administrative support to the clergy in the church office to streamline daily ministry operations. 
· Welcome: Work in the church office alongside other staff to answer phones, sort post, greet visitors, and handle online correspondence. 
· Event Coordination: Plan and manage the physical equipment setup for services and events, including configuring chairs and partition walls. 
· Digital Communications: Keep the church website updated and collaborate with the PCC to develop digital and social media communications. 
4. Health, Safety & Compliance – 10%
· Safeguarding & Safety: Understand and strictly implement the church’s Safeguarding and Health & Safety policies in coordination with the PCC. 
· Routine Testing: Perform regular testing of emergency lights and fire alarms, and ensure first aid kits and fire extinguishers are properly maintained.  Conduct PAT testing. 
· HR Support: Manage the payroll system via our bureau, onboard new staff, and maintain accurate records for staff sickness, pensions, and holidays. 
Person Profile
Education & Experience
· A good general standard of education (degree level or equivalent experience preferred). 
· Experience in building management, facilities operations, or property maintenance. 
· Experience in financial management, tracking budgets, and basic bookkeeping. 
Skills & Knowledge
· Interpersonal Skills: Warm, welcoming, and collaborative, with an ability to build deep, trust-based relationships with diverse community groups.  Able to maintain confidentiality.  
· Organisation: Excellent attention to detail, strong time-management skills, proactive and able to work highly effectively with minimal supervision. 
· IT Proficiency: Confident using MS Office, online booking platforms, digital communication tools, and basic website content management.  
· A willingness to learn 
Spiritual & Additional Requirements
· Church Fellowship: The Operations Manager is a core part of our leadership team. The post-holder will be expected to attend weekly Morning Prayer and staff meetings, and report to the PCC once a term. 
· Occupational Requirement (OR): There is a genuine occupational requirement that the role holder is a practising Christian in accordance with Part 1 of Schedule 9 to the Equality Act 2010. 
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