
CAMBRAY BAPTIST CHURCH
Church Manager Job Description
OVERVIEW
The Church Manager is a key function within the church. It is one of the ‘diaconate’ roles in the 
Acts 6:1-7 sense – it frees up the Pastors and Elders from the running of the church for the work of 
word ministry and prayer. And it is also a ‘leadership’ role because it leads the church in 
effectiveness, is key in enabling growth and vital in enabling the ministry and mission of the 
church.

It is therefore more than ‘administration’. The role is an exemplar of what it is to be ‘in Christ’, a 
servant to all, serving for God’s glory and honour. It is an ‘ear to the ground’ that understands the 
mood of the church and anticipates upcoming issues. It is the link between the Pastors / Elders, the
administration of the church (Deacons and volunteers), and the body of the church. It is the point 
of contact of many in the church to the leadership, and therefore must be a ‘gate keeper’ whilst 
also being an approachable, encouraging friend.

The role has the oversight of many practical administrative functions, and therefore the role holder
must be able to build teams, encourage individuals, fill gaps and wisely delegate. This requires 
good interaction with and knowledge of the church attendees and membership. The Church 
Manager should be active in helping reinforce the direction and focus of the church, and therefore 
maintains a good understanding of where the church is and where it is heading, heads off difficulty
and encourages participation. To enable this, the Church Manager will nourish a close working and 
personal relationship with the Pastors / Elders, Deacons and key role-holding church volunteers.

Therefore, the individual with this post will have a close walk with the Lord, and serve in His 
example as a ‘servant of all’, maintain a high degree of professionalism, be confident working in a 
changing environment, able to delegate and multi-task, possess sound decision making, self-
motivation and discretion, and be highly competent in organisational, communication and 
interpersonal skills.

RESPONSIBILITIES
The Church Manager will be responsible for heading up the administrative team of the church to 
make us as effective as possible in reaching out, building up and sending out people. The list below
is of overall responsibilities; it is to be understood that in many of areas, where appropriate, the 
work will be done by delegation to suitable volunteers or staff.

The Church Manager will report to the Church Secretary but work alongside and receive direction 
from the Senior Pastor.  The Church Manager will also plan and enable support for the other 
Pastors where office support is reasonably required.

The Church Manager will be responsible for the areas outlined below:



Point of contact (‘face of the church’)
 First point of contact for media and business enquiries
 Directing the Office Staff / volunteers in:

◦ Welcoming visitors to the church premises during office hours
◦ Answering phone calls, email and verbal/in person enquiries
◦ Directing requests/correspondence to the appropriate member(s) of the leadership 

team
 Shield the leadership team from unnecessary distractions

Strategy
 To work with the Senior Pastor to ensure the church’s vision and strategy is planned, 

communicated and implemented

Personnel
 Line manager for Finance Officer and Cleaners / Caretaker
 Recruit, co-ordinate and develop the office, administration, and housekeeping/husbandry 

volunteers. Hold regular meetings for these teams
 Ensure that the Senior Pastor has appropriate secretarial support and liaison
 Attend and take full part in the weekly all-staff meeting
 Planning and coordination of staff holiday booking, staff handbooks and management of 

the annual appraisal process
 Oversight of deployment / use of Church Information Management Systems

Church diary, Programme and Event Management
 Overall diary and programme oversight, alongside the Senior Pastor
 Oversight of Update and maintenance of the Church Calendar
 Proactive annual planning (particularly around key events) with the Senior Pastor
 To ensure events are well-planned and resourced
 To ensure events are carried out with high-regard to health and safety obligations 

Communications
 Proactively plan, source, compose, edit and schedule content / information for all 

communications channels
 Ensure church website, social media, weekly news sheet, monthly magazine, welcome desk

literature/material and physical notice boards (including posters and flyers) are up to date 
and in line with communications policy

 Oversight of sending of notices and relevant information for members’ meetings, with the 
Church Secretary

 Compose and issue communications from the leadership to relevant internal recipients
 Compose and issue communications from the leadership to relevant third parties

Church Office and premises management
 Liaise with H&S team, monitoring premises and equipment (e.g defibrillator), training etc.
 Liaise with Safeguarding Team to plan and promote Safeguarding Training
 Identify, develop and monitor policies and systems – for risk assessments, IT needs, 

ordering etc.
 Oversight of the work of the Finance Administrator, including:

◦ Update of regular contracts – IT, phones, copier, utilities, etc.
◦ Oversee procurement and purchasing processes



◦ Manage insurance contracts
 Promote and maintain ChurchSuite as a key element of church administration and 

community, including oversight of those volunteers who:
◦ Ensure people’s details are up to date
◦ Pursue proactive preparation of all rotas
◦ maintain Church bookings (with office staff), particularly weddings and funerals

 Oversight of resources and rooms are in order (along with the Cleaners and Ministry 
leaders)

 Respond to enquiries as required (along with Office Staff/Volunteers and Welcome Team)
 Liaising with Fabric Committee in regard to works required and work phasing on buildings
 Oversight of preparation for Sunday services – content is loaded onto the AV system and 

that all rotas are in place

Budget and Financial Management
 Working with the Finance Team and Treasurer to have oversight of the annual budgeting 

process
 Creating and proactively manage specific budgets ensuring effective use of financial 

resources

Records/legal requirements
 Monitoring compliance with legal and moral obligations on safeguarding, health and safety,

food hygiene, data protection, copyright, BU and CC record-keeping and financial book-
keeping, etc.

 Oversight of the administration of safeguarding process – DBS checks, Ministry pre-checks, 
Safeguarding Training (the Safeguarding Deacon and Senior Pastor have responsibility for 
ensuring the church complies with all relevant guidelines and legislation).

 Oversight of administration for training to comply with the hygiene regulations.

PERSONAL QUALITIES REQUIRED
The Church Manager, as a member of Cambray Baptist Church, must have a personal faith in the
Lord Jesus Christ and accept the Bible as the authority in all matters of faith and conduct. He or she
must be godly, spiritually mature and prayerful, with a servant heart. He or she must be confident
with face to face contact with a variety of people and able to deal with outside bodies. Sensitivity,
good communication skills and wisdom in all such contacts are vitally important.

The Church Manager must have initiative and be proactive. A key part of the role is to enable the 
work of the Pastors, so the Church Manager must try to address organisational issues before they 
become pastoral problems.

The Church Manager must be able to use the necessary computer programmes (Word, Excel etc.);
be numerate, literate and a clear concise communicator; be a good organiser and be able to 
develop systems of administration as the job grows.

(For further specific requirements, see the Person Specification on the last page.)



TERMS AND CONDITIONS
Hours of working
The existing post is part time (24 hours per week). The working hours include Church Office hours 
of 19.5 hours per week (9:00 to 13:00 Monday to Thursday and 10:30 to 14:00 Friday) plus 4.5 
hours which may include some evenings. There is a requirement for some flexibility, including 6 
Elders’ and Deacons’ meetings (4 of which are co-located with Trustees Meetings), 4 members’ 
meetings and some Governance or H&S meetings.  However, the hours of work you can offer need 
not prevent an application – we are happy to discuss this with each applicant.

135 hours of paid holiday is allowed each year (this is the pro-rated equivalent of 20 days plus 8 
bank holidays).

The contract will be permanent, with a three months probationary period.

Salary and Pension
The salary will be dependent on experience and will include non-contributory pension as part
of the benefit. This is reviewed annually. It will be paid monthly in arrears.

APPLICATION
Please email the Personal Details Form, (downloadable from our church website at 
https://www.cambray.org/news/church-manager-vacancy/), a Covering Letter which should 
included your testimony of faith in Christ and cover how your previous experience relates to the 
responsibilities outlined in this document, and your CV to:

vacancies@cambray.org

This job description provides an idea of what is likely  be involved. It neither constitutes a 
contract of employment nor all the details that might eventually form part of the role as the 
church changes / develops.  Please contact us if you have any questions or to discuss the post.



Person Specification

Requirement Essential or 
desirable?

How assessed?

Qualifications
 Degree or appropriate diplomas Desirable CV

Experience
 Experience of working in similar role

 Experience as a team or project leader, 
supervision of staff or volunteers

 Experience of serving in the local church

 Experience of premises management

Desirable

Desirable

Essential

Desirable

CV, interview

CV, Reference, interview

Reference, interview

CV, interview

Knowledge

 Knowledge of church worship and ministry Essential CV, Reference, interview

Skills and competencies

 Excellent interpersonal communication skills 
- written and oral

 Strong attention to detail

 General office and clerical skills

 Confident IT skills

 Strong prioritization skills and ability to 
manage workload

 Excellent organizational skills

 Ability to work flexibly

Essential

Essential

Essential

Essential

Essential

Essential

Essential

Reference, interview

Reference, interview

CV, Reference

CV, Reference

Reference, interview

Reference

Reference, interview

Personal Attributes

 Personal and living Faith in Christ

 ‘Gift of Administration’

Essential

Desirable

Covering Letter, Interview, 
Reference

Interview, Reference



 Honesty and Integrity

 Patience, forbearance and grace in dealing 
with difficulty people and/or situations

 Godliness and desire for God’s glory

 Careful listener

 Ability to respect matters of confidentiality, 
sensitivity and compassion

 Ability to make decisions and take
initiative

 Motivated by love for God and His glory to 
work hard and with high quality

 Ability to manage the unexpected

 Enjoy learning and new experiences

Essential

Essential

Essential

Essential

Essential

Essential

Essential

Essential

Desirable

Reference

Reference, Interview

Covering letter, Reference

Interview

Reference

Reference, interview

Covering Letter, Interview, 
Reference

Reference, Interview

Reference, Interview
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