
Lives and 
communities
renewed

PURPOSE OF THE ROLE

The purpose of the role is to: 

• Oversee the operational and administrative functions of the growing church. 
• Ensure that efficient structures and systems are in place to maximise effectiveness. 
• Mobilise and co-ordinate all available resources in the realisation of our vision to see  

lives and communities renewed and in so doing, enable our pastoral staff to focus on 
mission, discipleship and ministry.

JOB DESCRIPTION

Title Operations Manager (Planting team)

Reports to Curate-in-Charge / Leader of planting team

Location of employment St Mark’s Church, Grimsby

Basis of employment Employment Full Time, 37 hours per week. 
(Part time may be considered with hours 
negotiable) Starting July-September 2021.

Working Days Sunday - Thursday with occasional 
weekend hours by prior agreement. 

Salary Circa £24,000 pa.

Employee benefits Employer contribution pension

Death in Service Benefit

Holiday entitlement 5.6 weeks per full year 
worked plus Bank Holidays.



WHO WE ARE & CONTEXT FOR THE ROLE

St. Swithin’s as a planting church
As part of a bold diocesan programme to resource the urban church, funded in part by the 
national church’s Strategic Development Fund, the Bishop of Lincoln has designated St 
Swithin’s as one of three urban centre churches in the diocese to become “resource 
churches.” As resource churches, we have been given a specific mandate to play a part in 
the revitalisation of the diocese's urban centres, strengthening churches across the 
diocese and facilitating the diocesan strategy for church planting.
 
Over the next five years, each resource church aims to grow to a usual Sunday 
attendance of at least 500 people, grow disciples, develop both lay and ordained leaders 
and resource existing churches with training and pioneering teams.This will establish the 
groundwork, growth and pipeline needed for church planting. 
 
Each church will establish 2-3 new or revitalised “church plants” - a total of 8 churches. 
Planting will happen through the preparing, training and sending of: a Planting Pioneer; a 
team with the equivalent of three full time posts; and a number of congregation members, 
to bring new life to strategically selected churches. The aim is for each church plant to 
grow by at least 150 people and become self-sustaining within five years.
 
A church plant in Grimsby
The towns of Great Grimsby & Cleethorpes are together the largest urban centre in 
Greater Lincolnshire. With a population of approximately 130,000, the towns are situated 
in North East Lincolnshire, located south of the Humber estuary. Famous for its sea port, 
fishing heritage, growing off-short renewables and the golden sands of Cleethorpes, 
Grimsby is a place of great potential for a renaissance and future growth. The town is 
currently undergoing a major regeneration as part of a £67m town deal and a resource 
church plant will help spearhead social transformation and renewal in the local church. 

St. Mark’s Church, Grimsby will be planted  from St. Swithin’s and we are now seeking to 
appoint a visionary and pioneering staff team to work together to pray, plan and prepare 
before then planting in September 2021. The church is located on a main route into the 
town in a largely residential area, surrounded by schools, the Grimsby Institute and the 
hospital. As a designated resource church, our reach will be town-wide, working in 
partnership with local churches and organisations to reach and serve the people of 
Grimsby and its surrounding area, with a particular focus on working on the Nunsthorpe 
and Grange estates. 
 
Building on the vision of St. Swithin’s to exist so that people will encounter the LOVE of 
God, learn to LIVE more like Jesus, and GO in the power of the Spirit to see lives and 
communities transformed, the Grimsby plant will have a particular focus on:
 
- Revitalising the church of St. Mark’s, Grimsby and establishing it to become a resource 
church which plants churches. 
- Reaching those in the town and surrounding areas with the gospel, in particular the 
Rising Generations which is largely missing in the UK church. 
- Empowering the local community by releasing disciple making disciples. 
- Bringing renewal to the town and region. 

The role of Operations Manager will form an integral part of the plant team as we seek to 
play our part in the renewal of lives and communities in Grimsby and the surrounding 
community.



KEY RESPONSIBILITIES 

STRATEGIC  
• Work alongside the Curate-in-Charge & staff team inputting into the vision process.  
• Develop operational plans to implement the strategic vision of the church with other staff 
and key stakeholders in the church family.  
• Contribute to strategic work streams and PCC subgroups. 
• Help develop a communications strategy and stakeholder engagement plan to raise 
awareness of the vision and launch of the new church plant. 
OPERATIONAL  
• Plot out and keep under review an annual diary of church events, programmes, services 
and of  when planning for these needs to take place to enable staff to prepare and deliver 
services,  activities and events to a high standard.  
• Do the same for financial and governance processes to ensure compliance and that the 
focus on vision is maintained.  
• Implement policies and procedures to cover all aspects of administration, finance and 
budgeting,  Health & Safety compliance, risk assessments, fire safety, data protection and 
HR. In many cases  this will involve working closely with subgroups and working groups of 
the PCC.  
• Ensure the effective use of communications within the church and external to the 
church,  including the use of the website and social media.  
• Lead on the development plan for use of facilities with other staff members, stakeholders 
and community partners.  
ADMINISTRATIVE  
• Oversee and ensure the smooth running of the day-to-day operations of the church 

office.  
• Take responsibility for the management of the church database helping the staff team 

use it to  greater effectiveness.
• Oversee the ‘housekeeping’ of any church venues.  
• Ensure the Curate-in-Charge is supported with diary and email management. 
FINANCIAL  
• Implement and help lead the financial processes, controls, budgeting process and 
management of the church alongside the Treasurer and finance core group.  
• Develop a fundraising strategy including research and applications to grant funding as 

well as developing individual giving campaigns 
• Oversee the processes associated with giving - including giving Sunday, thank you 

letters and gift aid claims. 
HUMAN RESOURCES  
• Recruit, train and manage operational/administrative/facilities staff and volunteers. 
• Oversee the line management and development of administrative staff and volunteers, 

cleaners and verging / caretaking staff.
• Manage induction of new staff, oversee the payroll processes (via a payroll provider 

such as the  diocese or Stewardship).  
• Monitor and keep records of staff holiday, absence from work etc.  
• Work with the HR subgroup of the PCC to ensure all contracts and job descriptions are 

kept up to date for existing staff and are issued to new staff. 



 

For an informal discussion about the role, please contact the Planting Curate, Matt 
Rodgers: matt.rodgers@stswithins.org.uk to arrange a phone call. Applications should be 

Essential Desirable

Faith • There is a genuine occupational requirement  
to be a Christian.  

• A love for Jesus and belief in the relevance of  
the Gospel and power of the Holy Spirit 

• Committed to the re-evangelisation of the  
nation, the revitalisation of the church and  the 
transformation of society

• Understanding of 
Church of England 
structures.

• Presently active in a 
church.

Education & 
Qualification
s

• To degree level or equivalent or qualified  by 
experience.

• MBA.

Experience • Experience of operational work at entry-level 
with some experience and understanding of 
working at midlevel.  

• Good understanding of governance for charity/
church/ not for profit organisations.
• Leadership of a diverse team. 
• Management of others. 
• Budgeting and financial management skills.

• Experience of working 
with a  church or 
charity.  
• Working with or leading 
voluntary  teams  
• Facilities 
management  
• Risk assessment  
• Health & Safety 
policies 
• Fundraising 

experience. 

Skills • Team leadership skills and 
people management ability. 

• Ability to plan, prioritise, juggle completing  
priorities and work under pressure.

• Problem solving and ability to take initiative  to 
solve problems. 

• Strong interpersonal skills and good  
communication skills.  

• Writing documents to explain proposals  
succinctly ensuring key facts are clearly 
demonstrated.

• Competent IT skills including the creative use 
of social media, databases (e.g. ChurchSuite) 
and finance software (e.g. Quickbooks), 
design suites (e.g. Canva/ Adobe software) 
and video conferencing (including its use in 
hybrid settings.) 

• Ability to present well 
publicly.

• Wider IT knowledge – 
design packages and 
website  

• maintenance and 
design. 

• Publicity & marketing 
skills. 

• Full UK driving license.

PERSON SPECIFICATION

This role is subject to completion of  the Safer Recruitment 
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made by sending the completed application form, along with an up-to-date copy of your CV 
and a covering letter (stating what draws you to the role) via email to 
matt.rodgers@stswithins.org.uk

Closing date for applications: Until filled. 
 
Interviews: At the Salthouse, Free School Lane, Lincoln, LN2 1EY
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