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• You have previous charity sector 

experience. 

 

• You have knowledge of GDPR 

regulations. 

 

• You have knowledge of safeguarding 

guidance and procedures. 

 

• You are organised and able to create 

clear systems and processes. 

 

• You have excellent interpersonal skills 

and can communicate effectively both 

orally and in writing.  

 

• You have the ability to build effective 

working relationships to advise and 

support individuals at all levels within 

the organisation. 

 

• You are someone who enjoys interacting 

with all sorts of people in all sorts of 

ways. You care that people feel 

connected and part of a wider 

community.  

 

• You are able to manage pressured 

situations with tact and wisdom.  

 

• You have the ability to work sensitively 

across a variety of cultures, 

backgrounds, and generations. You act 

with integrity and respect when working 

with others. 
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This position is subject to an occupational requirement that the holder be a practising Christian 

under Part 1 of Schedule 9 to the Equality Act 2010. 



 

JOB TITLE:  Compliance & Operations Co-Ordinator  

HOURS OF WORK:  30 hours (4 days) per week  

CONTRACT:   Part-time 2-Year Fixed Term (with intention to renew) 

SALARY:   £28,000 pro rata. 

ANNUAL LEAVE:  37 days of holiday pro rata. This includes statutory Bank Holidays, Christmas Eve, 

and the 3 days between Christmas and New Year. 

PLACE OF WORK: Office based in the Cambridge office, but home or hybrid working is also an option 

for the right candidate.  

RIGHT TO WORK: We require the post holder for this role to have a right to work in the UK for the 

duration of the contract.  

PENSION:  Serving In Mission will include the employee in the charity’s Defined Contribution 

Pension scheme and will contribute 8% of salary. The employee’s personal pension 

contributions into the scheme will be set at 3% in line with Auto-enrolment 

pension legislation. 

RESPONSIBLE TO:  Head of Operations 

 

  

 


