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 The Cornerstone Operations Manager - Job Description

Hours: 20 hours/week (Flexibly spread Monday to Friday with occasional evening meetings) 

Salary: £28-32K pro rata 

Base: The Cornerstone Church, 149, Canterbury Road London E10 6EH

Contract: 1 year (with a 3-month probationary period) 

Annual Holiday: 28 days pro rata plus bank holidays 

Responsible to: The Vicar and PCC

Responsible for: The Administrative Assistant, cleaner and finance manager 

Cornerstone is a Church of England Church and Community Hub in Leyton that seeking to employ an Operations Manager.  Playing a key role in the delivery of Cornerstone’s development strategy, we are seeking a talented and organised individual who can lead the day-to-day operational needs of the church and community centre. The Cornerstone building is an amazing community asset and a key part of this role will be creatively seeking how our resources can best be used to enhance the vision and values of the church. 

This post is subject to a Disclosure and Barring Service disclosure and identity check which will be renewed at least every three years.

Key tasks 

Leadership 

· Actively promote the vision and values of the Cornerstone.  

· Manage the day-to-day, key operational needs of the Cornerstone    Community Centre. 

· Work in conjunction with the Vicar, to roll out the building development strategy so that it is used to enhance the vision and values of the Cornerstone and to ensure it is used as a community asset. 

· Understand the needs of those visiting and signposting them to an appropriate ministry head or activity. 

· Line manage the cleaning staff, admin assistant and finance officer and oversee the work of volunteers in the centre midweek. 

Financial processes 

· To work alongside the Treasurer and Finance Officer to ensure our financial processes operate smoothly and efficiently. 

· Help set annual budgets pertaining to the building and community projects.

HR 

· Oversee HR requirements e.g: contracts, annual leave of staff etc. 

· Managing the online HR system and acting as main point of contact for the external HR company we use for support  

· Support the vicar to roll out a regular schedule of team meetings, including note taking and review of action points 

· Line management of delivery staff-currently including an administrator/receptionist, a cleaner and a finance officer. 

Building

· Oversee the management of the building

· Promote the use of the centre as a community space

· Transition the Bookings system to be fully online, ensuring online bookings systems are working well and all staff are fully trained on the relevant systems 

· Audit and monitor building usage on an ongoing basis 

· Maximise revenue streams by increasing the number of hours the building is hired out during the week every week.  

· Monitoring hire rates on an ongoing basis and increasing them occasionally in line with local partners, in agreement with the PCC or vicar as appropriate 

· Keep up to date with regulations and legislation regarding public buildings and ensure they are adhered to and report changes to the PCC

· Manage building/maintenance projects as required in conjunction with the Churchwardens. 

· Support the administrator to oversee external contracts e.g. suppliers, pest control. 

Administration 

· Support the administrator to process statutory documents such as health and safety certificates, public liability insurance etc. 

· Oversee the preparation of the Annual Report in collaboration with the treasurer, Vicar & PCC. 

· Assist with reception duties when required. 

Training

· To attend all training that is required to be able to carry out the above duties (e.g. safeguarding training)

· To attend any training as identified in the quarterly reviews.

How to apply for this job
Please complete the provided application form and return by email to bill.donoghue@thecornerstone.org.uk
The deadline for applications is Friday 12th July 2024. Please note interviews will be held on the 15th, 18th or 19th of July in the evening. 

Should you wish to have an informal conversation about the role you are welcome to email the above address to organise a time with Bill Donoghue the Vicar.  

Operations Manager - Person Specification 

Experience

	Essential
	Desirable 

	At least one year’s experience of maintaining office and finance systems 
	Experience of accountancy software such as Xero

	At least one year’s experience of using Microsoft office and other similar systems. 
	Experience of working in the voluntary/ Christian sector 

	Experience of being a line manager 
	Experience of making and overseeing bookings 

	Experience of project, business, event OR building management 
	Experience of supervising volunteers


Skills

	Essential
	Desirable

	Strong and effective administrative skills
	Knowledge of good HR practice 

	Effective time management
	Experience of implementing a Health and Safety policy 

	Excellent communication skills, both verbal and written 
	An understanding of safeguarding policies and procedures 

	Ability to deliver under pressure and manage conflicting priorities 
	

	Ability to quickly learn new software programs. 
	

	Ability to set and manage budgets
	

	
	

	
	


Personal Qualities

	Essential
	Desirable

	Sympathy with the vision and values of the Cornerstone
	

	Experience of being part of a leadership team 
	

	A proven team player
	

	A warm-hearted friendly demeanour ready to welcome people into the building and church community. 
	

	Willingness to be flexible
	

	A willingness to undertake any essential training and commitment to ongoing training and development
	



