
 

 

Minister for Operations 

Job Description 

 

Job Profile   

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

Salary: 28k-32k 

Hours: Full time 

 
Job summary:   

We are looking for an Operations Minister who will run the operational and 
administrative side of our church community. A ministry team member who can vision 
and oversee the systems, the processes and the developing of the strategies needed to 
help our church thrive and grow in Christ.  

The main responsibilities will be supporting church members in their service to church, 
developing our church systems, and being at the heart of activity as we love our 
community and make disciples of Jesus.   

About St. Andrew’s Wimbledon 

St. Andrew’s is an exciting church revitalisation in the heart of Wimbledon. In 2018, 
Charles Lamont was appointed Priest-in-charge with the mission of revitalizing the 
church congregation over a five-year period. Since then, we have been on an 
extraordinary journey of building a local church that loves Jesus and loves our 
community. As a church we are grounded on the word of God and filled with his Spirit. 
The congregation numbers have grown to the point that we have a dynamic 
congregation willing to serve their church and community.   
 
In 2022 we are entering into a new phase of revitalisation, and our ministry team is 
looking to expand and diversify to enable the next stage of growth. Our need is for an 
excellent administrative and operations vision, to undergird the ministry we have 
among our church body and support us as we grow. Alongside this vision, an effective 
operations manager will release our full-time ministers from operations and 
administration tasks to further teach and disciple the church body. 
 

 

Roles and responsibilities 

Ministry support  

• Oversee and run the operation of church events. 

• Manage ministry activities and enable church member activity.  

• Manage and develop all church communications and church member engagement.  

• Oversee volunteer communications and social media team function, delivery of church 
website and develop our social media presence alongside designated church members.  

 
 



 

 

Strategy and Development 

• Develop the vision and strategy for an operational structure that supports the church to 
thrive and grow. 

• Develop operational systems and structures that support the strategic and spiritual vision 
of the church. 

 
Building & facilities  

• Oversee maintenance of church buildings and facilities, including repair and 
maintenance work, IT and utilities, and key service contracts. 

• Oversee building and facilities hire and letting. 

• Keep insurance policies updated and fully compliant. 

• Oversee Faculty (Church of England building planning permission) applications. 
 
Church office 

• Manage and develop administrative systems within the church office. 

• Manage the church database on ChurchSuite. 

• Oversee all internal church communications. 
 
Financial management  

• Work with the Treasurer and Leadership Team to develop yearly operational and 
ministry budgets. 

• Manage church financial processes and reporting, including use of accounting software. 
 

Core skills and requirements 

• A personable and highly relational individual.  

• A track record of being highly organized. 

• A strategic thinker, capable of identifying goals and developing systems and 
processes for different areas of church life. 

• A self-starter able to work on own initiative, to identify problems and find solutions 
quickly. 

• Able to deal with basic financial systems. 

• IT literate, able to navigate Microsoft Office and willing to learn other relevant IT 
systems (i.e., ChurchSuite). 

You will also be:  
 

• A committed Christian with an active Christian faith.  

• A heart for ministry, sharing Christ love, and passionate about administration. 

• Passionate about St. Andrew’s mission in South West London. 

• Willing to become an active member of St. Andrew’s Wimbledon. 

• Willing to work flexibly within the normal running life of a ‘mid-stage’ revitalisation 
project.  

 

Values 

Sustainable working. As a non-profit organisation we are aware of the potential for 
requiring more than is sustainable of our staff. In response to this we commit to ensuring our 
staff members do not take on more than they can achieve within their set, 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 such we are happy to discuss flexible working 
patterns.  



 

 

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 team 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 see our local church thrive and grow. We are looking for a colleague who will 
share this passion with us.  

HOW TO APPLY 

Please send us your CV with a short-covering email to admin@standrewswimbledon.com 
outlining your motivation and suitability for the role.  

Applications to be received by Monday 9th May 2022. Interviews to follow after shortlisting.  
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