
 

 

 

Operations Director 

The Role  

As Operations Director your principle goal is turning HT’s vision into action, overseeing all of HT’s 

operational efforts to enable Kingdom growth. This is a strategic, creative, and high-level role. The 

work involves leading and inspiring a talented administrative team, influencing culture and 

developing and establishing processes and enabling others to execute them. You would be a key 

member of HT’s senior leadership team and therefore we’d expect you to bring spiritual maturity as 

well as strategic and technical leadership to the role.  

The operations team at HT currently comprises a full-time Office Manager, Administrative Assistant 

and part-time Comms & Media Officer, who together deliver a large part of the day-to-day 

administration of the church office, Sunday services, and regular events. There is also a Finance 

Officer, overseen by a Treasurer, who together oversee all day-to-day financial processes.  

It would of course be expected that, over time, a good Operations Director would be actively 

reshaping these structures and teams to best fit the needs of the church, their own giftings and the 

giftings of those in their teams. 

The Responsibilities  

You would carry ultimate oversight of, and responsibility for, HT’s administrative operations and 

infrastructure. In more detail, this includes 

1. Realising the dream: turning Vision into action.  

There is no shortage of creative ideas at Holy Trinity. Your expertise, flair, and original 

thinking will shape how vision becomes reality, proposing creative ways to keep moving 

forward and advising HT’s senior staff of the deliverability of ideas.   

 

You will attend PCC, Standing Committee & Finance Committee meetings, aiding in the 

planning and running of these meetings while contributing from an operations perspective. 

 

2. Strategy 

You’ll have oversight of HT’s calendar, facilitating term-by-term and year-by-year planning – 

this will involve organising senior staff planning sessions and advising and assisting in 

resource distribution across HT’s ministries.  

 

You’ll also be working closely with the Vicar and senior leadership on longer term planning, 

investigating future ventures such internships, our development as a Resource Church, new 

ministry initiatives, etc. 

 

3. Resource management  

HT runs many events and programmes, including Alpha, women’s resource events, prayer 

evenings, and marriage courses, to name a few. The events program is constantly 

developing, and a key part of your role will be the high-level coordination of these events, 



consulting on what is viable, distributing central resources, and allocating staff across HT’s 

wide range of activities.   

 

Sunday services are our shop window and core to what we do. They’re also our most 

complex operation involving over thirty volunteers and serving a congregation of six 

hundred, and we’re constantly looking for ways to improve on what we do and how we do 

it. Although much of the weekly delivery of Sundays will be delegated, as a cornerstone of 

HT’s ministry your continued input and oversight will be key.  

 

4. Management of Operations Team 

The Office Manager and Finance Officer will report to you, and you’ll be responsible for their 

deployment, welfare and training. Crucially, you’ll be the key communication link between 

the vision of the senior staff and the wider operations & administration team.  

 

5. Projects 

Church Operations brings with it many one-off projects, such as planning a church weekend 

away, investigating the possibility of internships, reviewing staff salaries, investigating 

catering options, etc, as well as occasionally dealing with unforeseen, high-level operational 

challenges that require troubleshooting. Some of these you may choose to deliver yourself, 

other you will delegate or coordinate teams with the appropriate expertise to deliver.  

 

6. Communications 

Managing internal and external communications is an important aspect of church 

operations. Your input here may vary according to gifting but developing and directing a 

Comms Team and being a communication link between them and the pastoral staff will be a 

key part of your role. 

 

Below are some other areas that would fall within your broader oversight, although you might 

choose to delegate many of their day-to-day responsibilities. 

7. Human Resources 

• Advising HT’s leadership on staff structures & strategy  

• Managing recruitment & general HR processes (e.g. holiday, sick leave, etc.) 

• Overseeing employment contracts & policies (in consultation with HT’s lawyers) 

8. Finance 

• Working alongside the Vicar, Treasurer & Finance Officer to develop HT’s budget 

• Coordinating annual reports and accounts with the Vicar & Finance Officer 

• Contributing to strategy for increasing HT’s income & stewarding its resources wisely 

9. Systems and Compliance 

• Overseeing those responsible for all compliance and risk management (e.g. fire 

safety, GDPR, Safeguarding, employment law, trustee & charity compliance) 

• Continually re-evaluating systems throughout HT’s operations, including IT, database 

management, use of facilities, procurement, etc 

10. Properties 

• Holding responsibility for the management and upkeep of all properties and sites 

managed by HT. 

 



About you 

Character 

You’ll be an inspirational leader with presence and experience, and with spiritual, pastoral and 

personal maturity. Naturally you will fully participate in the life of HT, worshiping with us regularly 

and be completely on board with HT’s vision. We’ll want to see evidence of a vibrant, mature and 

faithful relationship with Jesus in your life. You’ll also be: 

• Enthusiastic and full of initiative  

• Optimistic with a buoyant character 

• Discreet and trustworthy 

• Diplomatic 

• In possession of a sense of humour and enjoy laughter 

• Able to keep calm under pressure 

• Personally secure and resilient  

• Able to give and receive criticism 

• Hardworking and willing to work long and unsociable hours when necessary 

• A proven team player. 

Experience 

You’ll have demonstrable management and operational experience. Line management experience is 

a must and project management experience would be ideal.  

Preferably you’ll also be familiar with the inner workings of a large church, and have experience 

working with volunteers. 

Skills 

The essentials are: 

• Robust organisational and administrative skills 

• The ability to prioritise work and to know the difference between urgent vs important  

• Enjoy the challenge of dealing with multiple projects at the same time. 

• Good people skills, being part of a friendly team will be important to you  

• Excellent leadership skills, including team motivation and delegating  

• Excellent communication skills (written & oral) and an aptitude for relationship building 

• Innovative thinking and producing creative solutions 

• Flexibility and grace to ‘muck in’ as & when required  

Why join HT now? 

Situated in the very heart of Cambridge, Holy Trinity Church is a lively, growing Christian community 

with a three-fold purpose: “To help people Come to Christ, Love to Learn and Learn to Love in 

Cambridge and beyond”. We aim to present Jesus to a world that is spiritually hungry but also 

spiritually ignorant, at least when it comes to the Gospel. The Bible is at the heart of all we do, and 

teaching from it is central, as is the desire to be open to the full work of the Holy Spirit. (For more 

details please refer to www.htcambridge.org.uk) 

 

http://www.htcambridge.org.uk/


A hallmark of HT over recent years has been continuing, steady growth in many aspects of the 

Church’s life. As the number of people HT serves has increased and the variety of ministries we offer 

has multiplied so the organisation has become increasingly complex.  

 

2019/20 is a particularly significant period for HT: our ambitious Transform building project has been 

completed, and we’re now starting to step into the new opportunities of the transformed space! At 

this point new infrastructure, processes, and staff structures need to be established to enable us to 

make full use of new resources.  

 

Main Terms and Conditions 

Hours Full time (37.5hr a week), Monday – Friday with some evenings and weekends. 

Working occasional Sundays will be necessary to enable review & development of 

the Sunday program.  

Role Level Senior Leadership Team 

Salary Range Competitive for church sector, available on request. 

Start Date As soon as possible 

Work Base Holy Trinity Church, Market Street, Cambridge, CB2 3NZ 

Holidays 25 days per annum plus bank holidays  

Pension HT offers a full 8% contribution to your pension 

DBS The appointment is subject to the individual obtaining Enhanced Disclosure from the 

Disclosure and Barring Service 

Right to Work You must have the right to work in the UK 

Occupational This post has an occupational requirement for the post holder to be a Christian, 

Requirement and to become a committed member of Holy Trinity’s church community. 

 

Applying for the role 

To apply, please send a completed application form to rupert.charkham@htcambridge.org.uk 

(Please note generic CVs will not be considered.)  

For more information email stuart.browning@htcambirdge.org.uk 

 

Application forms are available on HT’s website: www.htcambridge.org.uk/job-opportunities/  

The deadline for applications is midnight on Sunday 22nd of September; interviews will be held 1st 

and 2nd of October. Early applications are encouraged. 

mailto:rupert.charkham@htcambridge.org.uk
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