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Business and Operations Manager Role Description
Hours: Full time (including some evenings and weekends)
Wage: £40,000pa
Annual Leave: 28 days (including statutory holidays)
Pension: Auto enrolled in pension scheme
Term: 3 year contract with potential for extension. 
Ensuring this post is financially sustainable is part of our vision and embedded into this role, so there is scope for extending the post beyond the 3 years. 

Key Relationships: Priest in Charge, Pioneer Priest, St Cuthbert’s PCC, Administrator, Treasurer, key Darlington town stakeholders.

Background: This post is part of an initiative to revitalise St. Cuthbert’s Church as a thriving centre for worship, mission and culture at the heart of Darlington. Through working in partnership with the Diocese of Durham, St Cuthbert’s Church was designated a Resourcing Church in 2023. We are building a team of people to help realise the clear worship, mission and cultural potential of the church. You would join St. Cuthbert’s at one of the most exciting periods in its history as the church seeks to serve its community by putting the soul back into the heart of Darlington. Over the past 2 years, significant progress has been made in revitalising St Cuthbert’s; this post will cement that progress and set up St Cuthbert’s for an exciting and sustainable future. As the church plans for its future, a major reordering (the Opening Doors project) will take place during 2026 opening up significant mission and outreach possibilities. Part of the vision of this project is to bring in new income streams to enable new relationships and financial sustainability.

You would be working closely with Priest-in-Charge Rev’d James Harvey to help realise this renewed vision. He is also Priest-in-Charge at Holy Trinity Church in Darlington. Other team members making this vision a reality are: Steph Price (Pioneer Priest), Megan Rawling (Community Music Director), Dionne McCreedy (Children’s & Families Worker) and Rachel Wilson (Youth & Chaplaincy Lead). You will be part of a small senior leadership team working closely in partnership with James, the staff team and the Standing Committee. There is also a part time administrative role, which oversees the day to day running of the church.

Note: The NLHF (National Lottery Heritage Fund) Activity Plan is a series of community outreach activities to help St Cuthbert’s engage with wider audiences funded by the NHLF.





Summary
This is a new and exciting post at St Cuthbert’s combining overseeing church operations with developing a new area of church outreach through utilising our newly developed church building to maximise the church’s mission potential. 
The role involves 4 key areas:
Strategy – To help deliver St Cuthbert’s church’s vision and to develop a business strategy for St Cuthbert’s utilising a newly refurbished building designed to open our doors to new audiences.
Management - To oversee St Cuthbert’s management of its buildings, IT and finances, developing effective, efficient and flexible systems and processes, and robust and appropriate structures for leadership, management and governance.
Staff team - To take a lead (alongside the Priest in Charge) in the management and care of the staff team, helping to develop, promote and champion a healthy staff culture and sense of team.
Administration and Finance – to oversee the administrative needs and provision, and to increase the financial sustainability of St Cuthbert’s.
Strategy – to help deliver St Cuthbert’s church’s vision and to develop a business strategy for St Cuthbert’s utilising a newly refurbished building designed to open our doors to new audiences.
· Be a full member of St Cuthbert’s Leadership Team developing strategic and implementation plans to deliver its vision. 
· Oversee the day to day operations of St. Cuthbert’s according to our vision, values and strategy.
· Develop an imaginative and appropriate business plan/strategy for increasing the use of St Cuthbert’s Church (Church building, Churchyard and Church centre) to maximise its potential as a venue of choice for communities, groups, organisations, businesses in the town and region.
· Develop and implement a marketing strategy to promote St Cuthbert’s as a venue for music, heritage, arts, hospitality and education.
· Deliver NLHF (National Lottery Heritage Fund) Activity Plan

Management - To oversee St Cuthbert’s management of its buildings, IT and finances, developing effective, efficient and flexible systems and processes, and robust and appropriate structures for leadership, management and governance.
· Utilise our church management system (Church Suite) to ensure effective processes for hiring the church and the church centre.
· Implement that management system for all bookings and events and ensure the administrative, financial and customer processes are developed.
· Develop, continually review and implement a pricing strategy for hirers/users
· Oversee the appointment and manage the relationship of a third-party organisation to manage the new café to be installed as part of the Opening Doors project.
· Recruit, train and manage volunteers to act as welcomers and to help deliver events at St Cuthbert’s using our Safer Recruitment procedures, including paying attention to local people’s needs for training, learning and employment.
· Ensure policies and procedures applicable to the use of the church buildings (e.g. health and safety, fire safety, food hygiene etc) are in place so we comply with legislation and good practice.
· Bring management ideas and practices to help St Cuthbert’s church as a whole (including the Church centre) operate more efficiently and effectively.
· Manage and appoint staff, volunteers and consultants as required to deliver the agreed NLHF funded programme
· Ensure effective engagement and communication with the congregations, staff, volunteers and other stakeholders.
Staff team - To take a lead (alongside the Priest in Charge) in the management and care of the staff team, helping to develop, promote and champion a healthy staff culture and sense of team.
· Ensure suitable agendas are set, actions are understood, communicated and followed up.
· Develop and oversee an annual programme of team building / development, training and retreat opportunities to underpin a healthy, honest and thriving staff culture.
· Implement the recruitment process for staff team members (where applicable) from advertising to contracts to inductions.
· Ensure annual appraisals (and probationary periods) are delivered effectively.
· Oversee the staff holidays using Church Suite management system
· To function in a supportive role to the board of Trustees (PCC), taking a lead role facilitating their operation as the charitable governance body, helping it to fulfil its statutory responsibilities and function well as a part of the overall leadership structure of the church. 
Administration and Finance – To oversee the administrative needs and provision of St Cuthbert’s
· Ensure the effective operation of the church office.
· Line manage the Administrative role and their responsibilities.
· Understand the administrative needs of the church (operational and events) and shape the Administrative role accordingly.
· To create and report on a budget for events at St Cuthbert’s and ensure good financial management of all events run at St Cuthbert’s (liaising with the Church Treasurer). 
· To make this post financially sustainable and to ensure events at St Cuthbert’s contribute to the financial sustainability of the church. 

Genuine Occupational Requirement
Due to the nature of working in a specifically church leadership context, where participating in prayer meetings and biblical reflection is expected as part of the team, the post holder must be an active communicant member of the Church of England, or a full member of a church belonging to Churches Together in Britain and Ireland or the Evangelical Alliance. This post is exempt under paragraph 3 of Schedule 9 of the Equality Act 2010. 

PERSON SPECIFICATION
This is a wide-ranging role with many connected parts. We do not necessarily expect applicants to have previous experience in all the areas of the role.
This section outlines the requirements and qualities the post-holder needs to fulfil the post.  These are divided into ‘essential’ and ‘desirable’ criteria.  ‘Essential’ criteria are those that the post-holder absolutely must have to do the job, that is the job cannot be done without those qualities.  ‘Desirable’ criteria are those qualities that would be either useful, an advantage or preferable to have to do the job.  
The table below also identifies how the criteria will be assessed. Please ensure that you demonstrate, as a minimum, the essential ‘A’ criteria on your application form. 
A - Application Form.  I - Interview
	
	Criteria
	Essential / 
Desirable
	A / I

	
	QUALIFICATIONS
	
	

	1
	Educated to Degree level or equivalent      
MBA   
	Essential
Desirable
	A
A

	
	EXPERIENCE
	
	

	2
3

4
5
6
7
8
	Experience in developing business plans and managing budgets
Experience in managing projects and programmes that involve a range of stakeholders.
Experience of line management and leading others
Experience of church leadership and governance 
Experience of fundraising
Experience of organisation or change management
Experience in community facing or church missional projects 
	Essential
Essential
Essential
Desirable
Desirable
Essential
Desirable
	A/I
A/I

A/I
A/I
A
A/I
A/I

	
	SKILLS & ABILITIES
	
	

	9
10

11


12
13

14
15
16
17

	A strategic thinker able to develop strategies and implement them
Strong administrative skills, an efficient organiser who takes initiative
A good networker and the ability to establish and maintain positive and mutually beneficial working relationships with a wide range of stakeholders.
Good understanding of organisation management systems
Excellent, effective and persuasive written and oral communication skills
Skilled problem solver
Marketing and publicity skills 
Proactive in dealing with conflict in a healthy and transparent way
Competent IT user comfortable in use of MS Office packages
	Essential
Essential

Essential

Essential
Essential

Desirable
Desirable
Essential
Essential
	A/I
A/I

A/I


A/I
A/I

A/I
A
A/I
A

	
	PERSONAL ATTRIBUTES & COMPETENCIES
	
	

	18

19


20


21
22


	Active Christian faith as described in the Genuine Occupational Requirement.
A desire to meet or exceed standards, welcoming feedback, and continually seeking to improve, staying focused on goals over an extended period. A lifelong learner.
Demonstrated self-belief and self-awareness, having confidence in one’s judgement and resilience in adversity, and managing emotions effectively.
An innovator with a growth mindset who inspires others
Adaptability, a positive attitude to change and a willingness to learn.

	Essential

Essential


Essential

Essential
Essential

	A/I

A/I


A/I


A/I
A/I
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