HCC Operations Director

Job Description
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Hitchin Christian Centre
Job Description 

Job Title:    

Operations Director

Location:    

Hitchin Christian Centre.
Responsible To:    
Senior Pastor 

Responsible for:     

Staff:  
The management of paid and volunteer team members working for the Finance, IT, HR, and Communications departments.
Financial Control: 

To act within the authorised budget agreed by the Trustees.                                                               

Authorisation of Expenditure: 
Up to £500 within the authorised budget agreed by the Trustees.
Summary of Main Responsibilities:

The Operations Director is a salaried employee responsible for the efficient and effective overall leadership and management of Hitchin Christian Centre’s (HCC) financial, IT, personnel and other building operations as may be agreed, within the spiritual and strategic framework set by the Leadership team and Trustees.  

The Operations Director will maintain a tight control on the financial management of HCC ensuring that all Department Heads have sufficient information to enable them to operate within the agreed budgets. Providing financial and staff information to those having good reason to need it and in particular the Trustees, Leadership Team, department heads and the auditors.

The Operations Director will implement good financial management and procedures as required by law and in the best interests of HCC – and in consultation with the Treasurer of the Trustees.
The Operations Director will provide oversight of all HCC properties particularly the main church building, ensuring it remains fit for purpose.

The Operations Director will be responsible for the day to day management of the office and associated facilities.

The Operations Director will ensure that the necessary staff policies and procedures, as required by laws are in place and are being followed.

The Operations Director will ensure that the IT systems within HCC are effectively support the organisation, and where required plans for upgrades and improvements are in place.

The Operations Director is expected to attend the Trustees meetings by invitation, but as a non voting member, and to bring to their attention those matters requiring their action or knowledge.

Specific Responsibilities:

1. To give spiritual and professional leadership to the Operations department in accordance with the mission, vision, values and strategy of the church.

2. To set and keep under continuous review the business, financial, IT and staff processes and procedures of HCC, seeking to implement improvements and costs savings where viable.

3. To ensure that payments and income are dealt with efficiently having been correctly authorised and recorded. 

4. To regularly monitor cash flow and invest surplus funds within guidelines set by the Trustees.   This should include managing a long term, approved investment strategy where required.
5. To prepare monthly management accounts and annual accounts, in an agreed format, for the HCC Leadership Team and departments.
6. To prepare consolidated Annual Accounts incorporating all areas of HCC activity as required by current financial and charity legislation and to ensure copies of the accounts and financial returns are filed with the Inland Revenue and Charities Commission.
7. To ensure that all direct reports have measurable objectives and development plans that are agreed and regularly monitored

8. To deal with all matters relating to:                            

· Staff pension scheme                                             

· Regular Gift Aid claims                 

· Grant claims                                                  

· Insurances - liaise with brokers                                 

· Annual audit                                

· Staff management policies and procedures                     

· IT

9. To research funding sources for HCC’s work and write, submit and monitor grant applications.

10. To continually review the use and value of all HCC properties and make recommendations for improvements or changes, where necessary, to the Leadership Team and Trustees.
11. To bring to the notice of the Leadership Team and Trustees any issues which might affect the business and financial management of HCC.

12. Where necessary, to make recommendations for changes and enhancements to HCC’s strategy, for agreement by the Leadership Team and Trustees.

13. To prepare an annual operating plan and annual budget both for the Operations Department and a Consolidated one for HCC in collaboration with the Leadership Team and for the approval of the Trustees.
14. To monitor performance and keep under continuous review the HCC annual operating plan and annual budget, and regularly report progress recommending changes to the Leadership Team.   

15. To be involved with the provision of department resources and the appointment, management and development of team members within the department in consultation with the Senior Pastor. 

16. To attend all relevant staff meetings or training course as directed and to take an annual Spiritual retreat.

17. To raise with the Senior Pastor any questions or problems relating to policy and objectives as soon as they become apparent.

Person Specification
	
	Essential

	Desirable 

	Attainments – education qualifications required in job.


	· Accounting or financial management experience

· General Office and/or Support Services management experience

· Management of projects 
	· Management training

· Knowledge of appropriate legislation

· Personnel management experience

· Company Secretary experience

· Property management experience

· Membership of appropriate professional body (ACA, CIMA etc) 



	General Skills / abilities

	· Approachable person with excellent interpersonal skills.
· Enthusiastic, intuitive and creative.

· Strong communication skills both written and verbal

· Strong organisational skills, with ability to plan, prioritise and meet deadlines

· Ability to perform well under pressure, to be self-motivated, and to motivate and encourage other team members

· Good presentation skills.
· Ability to manage staff with varying levels of experience.
· Self reliant and persistent in approach, flexible and able to handle pressure

· Experience of finance packages 

· Able to explain finance to the non financier
· Able to use a wide range of Microsoft Office applications, including Word, Excel, Powerpoint and Outlook

· Analytical and numerate.
· Strategic thinking and planning


	· IT administration



	Faith

	· Demonstrates strong Christian faith that underpins daily life and decision making

· Demonstrates desire to see others come to faith/ and grow in faith

· Demonstrates pastoral heart for others


	· Balanced Biblical understanding of living by faith and stewardship



	Interests – are the particular interests which may help in the job


	
	· Local church experience



	Circumstance – 


	· Able to be based at HCC
Valid Driving license and access to car


	


 ADDITIONAL INFORMATION 
Package
We are recruiting this role to be a part-time paid role (between 10-15 hours per week) from 1st July 2012. Ideally we’re keen for the selected candidate to perform an agreed part of the role between April to June 2012 in a volunteer capacity. This will enable funds to be raised for the role PLUS give the candidate and the church the opportunity to ensure this role is the right fit.

The full time salary for this role would be circa £25,000 per annum (based on a 40 hour week), which will then be prorated for the 15 hours.
Occupational Requirement
The mission of Hitchin Christian Centre is…

“To reach all people with the love and truth of God”
This role has an Occupational Requirement to be filled by a committed Christian.

This Director level role forms part of the Leadership Team of Hitchin Christian Centre.  

As a member of the Leadership Team the role will include significant organisational leadership.  You will have an involvement in:

· developing and maintaining the organisational ethos.  This is central to fulfilling the vision, aims and purposes of Hitchin Christian Centre
· setting and monitoring strategic goals

· influencing the mission of the organisation

There will be significant interaction with others which will involve:

· articulating the organisation’s ethos and mission

· acting as representative to internal and external contacts.

You will be expected to articulate the faith/ stewardship balance and bring a spiritual perspective to the financial management of Hitchin Christian Centre resources. This may also involved writing and presenting materials that encourage others in their Christian stewardship.

As a Director you will be expected to model Christian values to the staff team.

Hitchin Christian Centre has an emphasis on continuous professional development for its staff.  Part of your CPD will include a commitment to Bible study and personal spiritual development.  

You will share an accountability relationship with other members of the Leadership Team.
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