· Stretton Parish
JOB DESCRIPTION 
	Job Title
Parish Operations Manager
	Employed By
Stretton Parish

	Location
The three churches across Stretton Parish, and the Parish Centre
	Hours Worked
25 hours a week (may include evenings, weekends and Bank Holidays)
Fixed term for 2 years

	Person to whom responsible
	Rector

	Disclosure & Barring Service (DBS) Requirements
	Basic DBS check

	Job Purpose
	· Working closely with the Rector, Churchwardens, PCC and Parish Administrator, oversee and be responsible for all practical organisation and legal compliance matters for activities across the three churches within Stretton Parish, and the Parish Centre. Ensure that structures and systems are in place to meet the needs of church ministries, and mobilise resources, both human and physical, to enable the Parish to turn its vision and values into reality. 
· Support the mission and life of the Parish and model its ethos and Christian values.

	People Links
	· Be responsible to the Rector on a day-to-day basis, and to the PCC.
· Liaise closely with the Parish Administrator, clergy and Churchwardens.

	Description of work to be undertaken in role
	1. STRATEGIC
· As a member of the Ministry Team, support and assist in the planning, development and implementation of the Parish’s vision, and of the strategy for the Parish’s buildings, including the Churches, Parish Centre and other church properties.
2. OPERATIONAL
· Organise and manage operations support for Parish events such as festivals, social events, courses, congregation-led activities and projects, and day-to-day activities across the Parish, ensuring that buildings are ready and resources are in place for any events entered in the bookings diary. 
· In partnership with the relevant event manager, support the planning of Parish events to ensure that they operate in a safe manner and are compliant with appropriate health and safety, fire safety, buildings, and Church of England regulations. This includes ensuring that risk assessments are completed and signed off to comply with insurance requirements, and that the necessary certification is in place e.g. First Aid, Food Hygiene, etc. 
· Recruit, equip, inspire and engage an Operations Team of volunteers. 
Liaise closely with the Human Resources Committee and the Parish Safeguarding Officer to ensure that they are recruited safely, that all procedures are followed, that all the necessary checks have been carried out, and that the necessary documentation is in place.  
Ensure that volunteers receive appropriate training, support and encouragement.   
3. DIGITAL TECHNOLOGIES AND COMMUNICATIONS
· Hold primary accountability for all digital technologies, including the Parish’s website, and promote the optimum use of its IT systems, PA and AV systems, and ChurchSuite, drawing on local knowledge and expertise.
· Ensure that the Parish’s wi-fi is functioning to its best capacity, addressing any issues promptly and seeking outside support where necessary. 
· Hold overall responsibility for data protection, keeping careful records and ensuring that Stretton Parish activities are GDPR compliant.
· Hold overall responsibility for communications, ensuring high quality print and online communications and a digital and social media presence which strengthens the life and ministry of the Parish. 
At the request of the Rector, undertake any other reasonable duties that are commensurate with the role of Parish Operations Manager.

	Support available for this role
	· Membership of the Ministry Team. 
· Regular meetings with the Rector.
· Close liaison with the Parish Administrator and Churchwardens. 


This job description was written in March 2026 and will be reviewed annually at the time of performance review.
