[bookmark: _lv990jjv87ks]Head of Operations
St Peter & St Paul Fareham and St John’s Fareham
Full-time: 37.5 hours per week
Salary: £37,000-£41,000, depending on qualifications and experience
Location: Fareham, Hampshire
[bookmark: _cinvraa5fgr9]About the opportunity
St Peter & St Paul Fareham and St John’s Fareham are entering an important period of mission, growth and development.
Our vision includes strengthening established congregations, developing a new contemporary and family-focused worshipping community, renewing a historic town-centre church building and preparing for future church planting.
We are looking for a capable, prayerful and strategic Head of Operations to join the senior leadership team and help build the organisational foundations for this vision.
This is an opportunity to shape the development of a growing church partnership at an early stage. You will work closely with clergy, staff, volunteers and PCCs to establish priorities, develop people, oversee resources and turn agreed strategy into effective delivery.
Our ministry leaders will have scope to develop new areas of mission around their gifts and calling. The Head of Operations will help create the structures, capacity and coordination that enable these ministries to flourish.
Operational delivery will be supported by volunteers and the wider team. You will develop and lead this support, establishing clear responsibilities and effective delegation.
The role suits an experienced leader who enjoys building organisations, developing teams, and leading through change, with a desire to serve the mission of the local church.
[bookmark: _h83cacqpfzu]Purpose of the role
The Head of Operations will be a senior member of the church leadership team, working closely with clergy to shape strategy, lead organisational development and establish the foundations for sustainable growth and future church planting.
The postholder will provide leadership across people, finance, buildings, systems, and major projects, translating the churches’ vision into coordinated plans and ensuring delivery through staff, volunteers, and external partners.
The role will develop shared operational arrangements that serve both churches and can support future plants as they emerge.
You will exercise agreed delegated authority over operational decisions, budgets and people, with clear reporting and accountability to church leadership and the relevant PCCs.
[bookmark: _td7t2r9t89po]Key responsibilities
[bookmark: _ml077w467bkw]Strategic leadership and organisational development
You will:
· Contribute to the development of the churches’ vision, strategy and priorities as a member of the senior leadership team.
· Translate agreed strategy into coordinated plans, budgets, responsibilities and timelines.
· Help assess new opportunities in light of mission, resources, capacity and long-term sustainability.
· Develop organisational structures that support growth across both churches and future church plants.
· Lead the development of clear responsibilities, effective delegation and appropriate reporting.
· Identify risks, resource needs, and obstacles, and bring recommendations to the leadership team.
· Support leaders through organisational change with clear communication and sound judgement.
· Monitor delivery and ensure agreed priorities are reviewed and followed through.
[bookmark: _t30i60zdkv2f]People leadership and team development
You will:
· Lead operational staff and volunteers, establishing clear expectations and a healthy team culture.
· Recruit and develop people who can take responsibility for administration, facilities, events and other operational areas.
· Help shape the anticipated administrator appointment and provide line management once appointed.
· Support ministry leaders with planning, resource allocation and operational coordination.
· Develop effective recruitment, induction, appraisal and staff-development arrangements.
· Support line managers in establishing consistent and constructive management practices.
· Oversee HR administration, payroll and pension arrangements through appropriate staff, providers and advisers.
· Encourage staff and volunteer wellbeing, manageable workloads and sustainable patterns of service.
[bookmark: _irfqbojk9ih8]Finance, stewardship and sustainability
Working closely with treasurers, clergy and the relevant PCCs, you will:
· Lead the coordination of annual budgets and longer-term financial planning.
· Ensure leaders receive clear financial information to support decisions.
· Oversee arrangements for monitoring expenditure, cash flow, restricted funds and project budgets.
· Develop proportionate purchasing, expenses and financial authorisation processes.
· Support plans for sustainable income, giving, grants and appropriate community use of buildings.
· Ensure financial administration, grant reporting and year-end processes are appropriately resourced and completed.
· Develop effective working relationships with treasurers, protecting volunteer capacity through clear responsibilities and efficient systems.
· Ensure resources are used responsibly and in accordance with agreed policies and budgets.
[bookmark: _mw8wt2gsgxp0]Buildings and major projects
You will:
· Provide operational leadership for developing and delivering the St Peter & St Paul’s building project.
· Coordinate project planning, budgets, timelines, risks and communication alongside appointed professionals and those responsible for delivery.
· Ensure decisions, dependencies and resource requirements are brought to the appropriate leaders promptly.
· Coordinate operational arrangements for maintaining worship and ministry during building works.
· Oversee the people and systems responsible for maintenance, cleaning, security and access across both churches.
· Manage relationships with contractors, suppliers and professional advisers.
· Ensure approved works are delivered through appropriate permissions, procurement and reporting arrangements.
· Develop plans for the effective and sustainable use of church buildings.
[bookmark: _7vc1jbfhr02v]Ministry development and major events
You will:
· Help ministry leaders turn agreed ideas into workable plans with clear responsibilities and resources.
· Ensure new ministries can draw on appropriate administrative, financial, facilities and volunteer support.
· Coordinate shared resources and resolve operational pressures between activities.
· Oversee operational planning for major church events, seasonal gatherings, and outreach initiatives.
· Ensure event delivery is delegated to appropriately supported staff and volunteers.
· Establish proportionate arrangements for risk assessment, safeguarding, accessibility and contingency planning.
· Review significant initiatives and events, using learning to improve future delivery.
[bookmark: _9ufn7mrarc7j]Governance, compliance and safeguarding systems
You will:
· Support the relevant PCCs with clear operational reports, information and recommendations.
· Oversee arrangements for policy review, risk management and compliance monitoring.
· Ensure agreed decisions are communicated, assigned and followed through.
· Establish effective systems for data protection, records management and appropriate access to information.
· Coordinate those responsible for health and safety, fire safety, food safety and related operational requirements.
· Work closely with Parish Safeguarding Officers to ensure safer recruitment, DBS and training administration is effective.
· Ensure responsibilities are clearly understood, and concerns reach the appropriate person.
· Seek diocesan or professional advice where specialist expertise is required.
[bookmark: _l4ujh2ye2txi]Systems, administration and communication
You will:
· Lead the development of effective shared systems across both churches.
· Oversee the use of ChurchSuite, Google Workspace, shared calendars and other operational tools.
· Establish clear arrangements for office administration, enquiries, records and internal communication.
· Develop efficient booking, payment and lettings processes, working with administrators, volunteers and treasurers.
· Delegate routine administrative delivery while maintaining oversight of quality and reliability.
· Ensure systems are proportionate to current needs and capable of supporting future growth.
· Identify opportunities to simplify processes and reduce avoidable demands on clergy, staff and volunteers.
[bookmark: _dbg2ip7a3bbv]About you
We are looking for an experienced leader who combines strategic thinking, sound judgement and the ability to deliver through others.
You may have worked in a church, charity, business, education setting, social enterprise or another organisation experiencing growth or change.
You will be able to demonstrate:
· Significant experience of organisational leadership, operations management or leading substantial programmes.
· Experience of contributing to strategy and translating it into effective delivery.
· The ability to build teams, develop leaders and delegate responsibility well.
· Experience of managing staff, volunteers, contractors or external partners.
· Confidence leading organisational change and establishing new ways of working.
· Financial understanding, including budgets, controls and management reporting.
· Experience of coordinating significant projects and managing competing priorities.
· Ability to assess opportunities, anticipate risks, and make proportionate decisions.
· Strong interpersonal, written and verbal communication skills.
· Discretion, integrity and confidence handling sensitive matters.
· Strong digital skills and an understanding of how systems support organisational effectiveness.
· A collaborative leadership style, with the confidence to offer constructive challenge.
· A commitment to safeguarding children, young people and adults at risk.
Experience of church growth or planting, Church of England structures, historic buildings, grant-funded projects, charity governance, ChurchSuite or Google Workspace would be helpful, although these are not all essential.
[bookmark: _xfcpttj19q0]Christian faith and church life
This is a senior leadership role within the spiritual and organisational life of the churches. The postholder must be a practising Christian.
You will participate in staff prayer, worship and discipleship, contribute to the culture of the leadership team and support the churches’ Christian mission.
We are looking for someone with a mature Christian faith, a servant-hearted approach to leadership and a desire to help the local church grow and reach people with the good news of Jesus.
Regular participation in Sunday worship and significant church gatherings will form part of your involvement in church life.
[bookmark: _f61znenmy7tw]Employment information
The role is full-time, working 37.5 hours per week, primarily Monday to Friday.
Some Sunday, evening and major-event attendance will be required, with agreed additional hours managed through time off in lieu.
The role will be based mainly at St Peter & St Paul Fareham, with regular work at St John’s Fareham and limited home working by agreement.
The salary is £37,000-£41,000, depending on experience.
The appointment will be subject to satisfactory references, proof of the right to work in the United Kingdom and the safeguarding and DBS checks appropriate to the role.
The churches are committed to safeguarding and to creating a healthy and supportive working environment. Reasonable adjustments are available throughout the recruitment process.

