
JOB DESCRIPTION
	Job Title
	 Operations Manager

	Reports to
	  Superintendent Minister
	Location
	Reading, Berkshire

	 Circuit
	 Berkshire and Hampshire Borders
	Salary
	  £ 45,000 - 55,000


	Job Purpose and Objectives

	The Operations Manager supports the effective operation and governance of the charity (the Circuit and its churches). The role ensures that property, governance systems, policies, and operational processes are managed effectively so that the Superintendent Minister, ministers, staff, and volunteers can focus on mission and ministry.

Working with the Leadership Team, staff, and volunteers, the postholder provides guidance and coordination in relation to property management, safeguarding administration, financial processes, health and safety, equality, diversity and inclusion, and data protection. The role supports churches in meeting statutory, charity, and Connexional (national Church) requirements.

The postholder will line manage key operational staff supporting the administration and finance functions.


	

	Responsible to:
	The Lay Employee will be employed by the Managing Trustees of the Berkshire and Hampshire Borders Circuit and will be line managed by the Superintendent Minister

	Responsible for:
	Administration Finance Officer
Administration PA


	Main Responsibilities

	Operational Support

Provide guidance and practical support to the Circuit Leadership Team (Managing Board) and the Circuit Meeting (Trustees).

• Provide operational advice to churches on property, governance, and administrative matters.

• Attend relevant meetings and prepare reports as required on operational and governance matters.

Finance Management

Manage the Circuit’s financial administration and support strong financial governance across the Circuit and its churches.

• Manage the Circuit Finance Officer.

• Work with the Circuit Finance Officer to ensure appropriate accounting practices, financial controls, and reporting systems are maintained.
• Enable the Finance Officer in supporting church treasurers where required on financial  
administration, bookkeeping, and other systems.
• Ensure appropriate financial reporting is made available to the Circuit Leadership Team (Managing Board) and the Circuit Meeting (Trustees).
Property and Facilities

Oversee the management of Circuit property and support churches in fulfilling their property responsibilities.

• Support and monitor annual property returns and respond to queries from churches.

• Coordinate the professional quinquennial inspection programme and liaise with churches and surveyors.

• Support the development and monitoring of maintenance plans for manses, Circuit-leased properties, and church buildings.
• Prepare manses for incoming ministers, arrange appropriate maintenance of manses, and liaise with managing agents to ensure responsible letting of surplus manses. 
• Lead on appointments of professionals and arrangements in connection with church and manse sales and purchases.
• Support negotiation of energy and telecommunications contracts.

• Provide operational support for refurbishment and improvement projects in collaboration with local church managing trustees.

• Ensure appropriate property reporting is made available to the Circuit Leadership Team (Managing Board) and the Circuit Meeting (Trustees)

Equality, Diversity and Inclusion (EDI)

Promote inclusive practice across the Circuit and its churches.

• Maintain awareness of Methodist EDI policy and guidance.

• Coordinate and record relevant training and awareness activities.

• Encourage inclusive practices within church governance, volunteering, and community engagement.
• Ensure EDI training is in place for people in Circuit-appointed roles as required.

Safeguarding

Manage the safeguarding practices across the Circuit and support local church volunteers. 
• Support the Circuit Safeguarding Team as a co-lead of the group. Casework is dealt with at the national level.
• Maintain a working knowledge of Methodist Church Safeguarding Policy and Guidance and ensure efficient safeguarding communications and coordination between national and regional bodies and the local churches.

• Coordinate safeguarding training and support churches in ensuring required training is completed.
• Ensure DBS checks and training are in place for people in Circuit appointed roles as required.
• Maintain records of safeguarding training and Disclosure and Barring Service (DBS) checks.

 Health and Safety

Support churches in maintaining safe environments for worship, activities, and community use.

• Provide guidance on health and safety policies, risk assessments, and fire safety procedures seeking professional support where needed.
• Maintain awareness of relevant health and safety legislation affecting church buildings and activities.

• Support accident or incident reporting and recommend improvements where appropriate.


	Terms and Conditions

	· Terms of appointment: Permanent

· The salary/rate of pay  will be: £ xx per annum/per hour.
· Normal working pattern: 37.5 hours per week 
· All reasonable expenses will be reimbursed and a small allowance given for on-going training.  

· There is a contributory pension scheme to which eligible lay employees will be auto-enrolled. Lay employees who do not meet the auto-enrolment criteria are eligible to join the scheme subject to certain provisions.

· 33 days annual leave entitlement per year (pro-rata for part-time employees). 

· Appointment will be subject to a satisfactory Enhanced  Disclosure & Barring Service (DBS) disclosure.

· Appointment will be subject to satisfactory references.
· Appointment will be subject to the satisfactory completion of up to three-month probationary period.

· Opportunities for study and for training. 


(PLEASE NOTE THAT THIS SECTION IS PROVIDED FOR INFORMATION PURPOSES ONLY AND SHOULD NOT BE INCLUDED IN THE JOB DESCRIPTION AS PUBLISHED)
	Management

	The Lay Employee will have a Line Manager whose responsibilities will be to:

· Become familiar with the work of the Lay Employee.

· Work with the Lay Employee to encourage the church to respond to new challenges and opportunities in mission.

· Determine priorities for the work.

· Prepare a personal development plan with the Lay Employee.

· Ensure good communications between all the ‘stakeholders’ (groups and networks) involved.

· Monitor and evaluate progress with the Lay Employee on a regular basis (meetings will take place monthly during the probationary period and quarterly thereafter).

· Act as a “sounding board” to the Lay Employee.



