
 

 

Operations and Administration Manager  

Job Description 
 

Location: St. Andrew’s church office and remote working  

Duration: 1-year contract with 2-month probation period. Expectation of 
extending the contract after the first year.   

Salary: £24,000 pro-rata, £12.50 p/h 

Hours: 15 hours per week, flexible working arrangements 

Organisation overview:  

St. Andrew’s is a vibrant parish church revitalisation; a historic Anglican 
church with a growing, gospel-believing community in the heart of 
Wimbledon. As our church community builds and develops, we are working 
to improve our administration and operations functions.  

Job summary:  

We are looking for an Operations and Administration Manager to take over 
and help develop administration and operations within our vibrant and 
growing church. We are looking for an organised and personable 
professional with proficiency in administration and a desire to help set-up 
and refine our operations and finance functions. The individual will be 
passionate about community and growth in a gospel-believing local church 
and be energised by both the job function and organisational mission. They 
will be joining a small but passionate team, excited about the church and 
the opportunity to develop sustainable and functional operations and 
administration processes.  

Roles and responsibilities:  

There are a number of operations, administration and finance 
responsibilities within our organisation. However, it is not expected that all 
of the below activities will be undertaken by the Operations and 
Administration Manager. Following appointment, we will work with the 
selected candidate to develop the most appropriate job description based 
on skill, availability and our own priorities and requirements.  

Facilities rental 

• Manage the rental of the hall and church building by other churches 
and community groups using our booking and invoicing software. 

• Undertake capacity planning, marketing, and sales for facilities rental. 

 

 



Church communications 

• Coordinate communications with the congregation and other 
stakeholders through our administration email account and Church 
Suite software platform.  

• Develop our social media strategy and managing social media 
accounts.  

Church operations  

• Use our Church Suite software platform to oversee our membership 
database, calendar, group organisation and giving functions. 

• Coordinate and update key documents on our online Shared Drive.  
• Work with our leadership team to improve operations processes, 

with opportunities to be involved in strategic planning focused on 
growth and church vision.  

 
Financial management  

• Manage our online accounting software to support financial reporting 
and management. 

• Work with our Treasurer and other PCC members to support 
financial forecasting and planning. 

• Take opportunities to streamline our financial management 
processes. 

 
Core skills and requirements:  

• Microsoft Outlook suite (Word, Excel and SharePoint) 
• Organisational skills and ability to work independently, demonstrated 

in a professional environment  
• Excellent people skills, engaging with colleagues, church members 

and external stakeholders  
• An interest and commitment to gospel-focused local church  
• Financial administration preferred but not essential 
• Experience in social media preferred but not essential  

Core role values:  

Sustainable working. We commit to ensuring our staff members do not 
take on more than they can achieve within their contracted hours and will 
hold regular check-in meetings to review, prioritise and redistribute 
workload.  

Flexible working. We are committed to life in fullness and are fully aware 
this involves significant commitments outside of work. As a part-time role 
we are happy to discuss flexible working hours and remote working to fit 
with family and other commitments.  

 



Integrity, responsibility and ownership. As a small growing church with a 
‘start-up’ culture we rely on our people to ensure we operate well. We are 
looking for a team member who can take ownership of their role, take 
responsibility to undertake tasks with excellence and take opportunities to 
continually improve and build on what is in front of them. 

Passion for local church. As a church, staff and members, we are 
passionate about living for Jesus and working to see our local church thrive 
and grow. We are looking for a colleague who will share this passion with 
us. Depending on the individual, this might involve joining our church – but 
we are happy to discuss other arrangements for the right candidate.  

 

Reporting  

The Operations and Administration Manager will report to the Priest-in-
Charge, Charlie Lamont, and will work closely with him in all aspects of the 
role. They will also work closely with ministry trainees, church-members 
and volunteers.  

HOW TO APPLY 

Please send us your CV (2 pages maximum) with a short-covering email 
(300 words maximum) to admin@standrewswimbledon.com outlining your 
motivation and suitability for the rote. Please also provide the contact 
details for 2 references, 1 professional and the other personal (ideally a 
church-based pastoral relationship).  

Applications will close at midday on 22/03/2020. Short-listed candidates 
will then be invited to interviews during the week of 30/03/2020. The 
process will involve an initial interview with the possibility of a second 
round to make the final selection.  

 

 


