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Part-time Assistant Operations Officer Job Description


Position

Part-time Assistant Operations Officer

Purpose of Role

This role will be key to the development and growth of St Paul’s Boundary Road. Working with the Incumbent and the leadership team, the Assistant Operations  Officer will support the Operations Officer (Lead) in developing all aspects of parish administration and communication.

The role holder will assist with the implementation and development of efficient and consistent administrative processes across both Church and our Community Wellbeing Hub project. The role holder will also help develop and implement our existing communications strategy, including managing our contact database and weekly email communications.  

Line Manager

Incumbent (Vicar), St Paul’s Boundary Road. 

Employer

The PCC of St Paul’s Wilford Hill (known as St Paul’s Boundary Road). 

Key relationships

Incumbent
Churchwardens
Lead Operations Officer
Community Project Coordinator
Community Connector
Safeguarding Officer
Volunteers

Support provided

Nominated pastoral support person.
Nominated alternative to line manager, with whom grievances may be raised.
An existing paid consultancy and support relationship from an Employer Services provider with experience of working with churches. 



Main Area of Responsibility

The development and implementation of administrative processes across both church and community project. 

Secondary Area of Responsibility

The implementation and development of the church communications strategy.

We do recognise and expect that this role will change and develop as the church grows in its mission and according to the individual skills and experience of the successful candidate.

Key Tasks

Under the direction of the Lead Operations Officer, the role holder will help:

· Develop our use of the full ChurchSuite church administration software in order to streamline our processes across:
· Staff and volunteer management.
· Bookings and hall hire.
· Expenses, payments, and payroll.
· Manage access to our buildings by issuing / deleting electronic door codes.
· Populate and distribute rotas .
· Oversee our use of Social Media and communications.
· Compile and issue weekly news email.
· HR Management:
· Ensuring all HR policies are up-to-date and followed. Instigate the development of additional polices, as appropriate.
· Ensuring role descriptions are developed and maintained for all staff – employees and volunteers.
· Overseeing and maintaining some confidential staff records.

This list of main roles and responsibilities is not exhaustive, and the post-holder may be required to carry out other duties as required.



Person Specification

Essential

· A well organised, responsible and conscientious individual who can take initiative and work effectively with others.
· Self-motivated with an ability to work under pressure and to effectively manage use of time.
· Excellent IT skills and an ability to learn to use / implement unfamiliar software packages. 
· Willingness to undertake appropriate level of Church of England safeguarding training. 
· A satisfactory DBS Check at an enhanced level.
· Inclusively minded individual, sympathetic to the vision and values of St Paul’s Boundary Road. 

Desirable

· Experience of office management. 
· Communications / Social Media experience. 
· Experience of developing and implementing organisational systems.
· Familiarity with ChurchSuite software. 
· Relevant administration or IT qualifications.
· Design / Graphics experience. 
· Experience of managing people and resources. 
· Previous experience working within a church setting.

Contract type

Fixed Term.

Contract length

2 years.

Probationary Period

6 months.

Hours

12.5 hrs per week. 

Holiday

6 weeks (incl. bank holidays).

Pay

£24960 (Pro Rata)


Safeguarding

The safeguarding of Children and Vulnerable Adults is a key part of this role. The post holder must have an enhanced DBS disclosure, and must work within, and uphold the Parish and Diocesan Safeguarding Policies at all times. 

The post holder is required to work closely with both the line manager and the Parish Safeguarding Officer in order to ensure that cafe activities and volunteers comply with the Parish and Diocesan safeguarding policies at all times. 

As part of the role, the holder is required to undertake such Safeguarding training as required by the diocese of Southwell & Nottingham. 
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