
 
 
 

ADVERT 
 

St Mark’s is excited to appoint someone to help us develop a new role here. 

We are looking for an experienced administrator who can: 

• Introduce a church management system and help us get the most out of it 

• Help coordinate our internal and external communications, including social media  

• Promote our rooms within the local community 

• Work effectively with volunteers within the church 

• Effectively support the staff team 

The role is 25 hours per week at £12.50 per hour. 

More information is available on the St Mark’s website https://stmarkssheffield.co.uk/ 

Application by letter with a current CV and two referees to Revd Sue Hammersley 

office@stmarkssheffield.co.uk by the end of Sunday September 19.   

Interviews planned for Tuesday 28 September from 1pm onwards. 

 

JOB DESCRIPTION 
 

Job Title Operations Co-ordinator 

Employer St Mark’s Church Parochial Church Council (PCC) 

Location Broomfield Road, Broomhill, Sheffield, S10 2SE 

Hours: 25 hours; Mon - Fri (times to be negotiated) 

Responsible to The Incumbent 

Responsible for Overseeing and developing the church office and its systems as an efficient, welcoming 

and effective centre of St Mark’s organisational life for staff, church members and 

visitors, both in person and digitally.  

Key working  Clergy; Caretaker; Children & Families’ Worker; Director of Music; Church Treasurer 

relationships: Churchwardens & Standing Committee; PCC Minutes’ Secretary. 

 

 

Introduction 
 

The parish is located on the west side of Sheffield within easy access of the city centre and open countryside 

and it comprises two distinct communities of Broomhall and Broomhill. 

St Mark’s people have a strong commitment to their church, which plays a big part in their lives. Among the 

strengths identified in PCC and congregational discussions are: 

• A large and diverse congregation, with people from a wide age range of backgrounds 

• Richness in worship, learning and reflection 

• A wide range of activities associated with the church 

• A strong community presence 

• Commitment to pastoral care and support for those in need 

• A history of strong ecumenical links 

• Engagement with social, political and international issues 

• Outstanding church building, with good facilities 

• Strong financial position, with generosity to projects locally and overseas. 

https://stmarkssheffield.co.uk/
mailto:office@stmarkssheffield.co.uk


 

The Role 
 

1. MAINTAIN THE CHURCH OFFICE AND SYSTEMS 

• Ensure that the church office is staffed at its stated opening times, where necessary working with 

volunteers.  

• Be the first point of contact for the church, responding efficiently to emails, phone calls and visitors, 

reflecting the values of this church.   

• Oversee office equipment (computers, printers, copiers, etc.) make arrangements for maintenance, 

monitor leasing arrangements, check PAT testing. 

• Take responsibility for stock and ordering all office supplies. 

• Keep all desk-instructions for this role updated and ensure appropriate back-up for digital storage. 

• Support the PCC Minutes’ Secretary and Standing Committee including with the production of the 

Annual Report and preparation for the APCM and Electoral Roll. 

• Be observant and proactive, alongside the incumbent, to develop ways of improving administrative 

and communication systems within the church. 

 

2. ADMINISTRATION OF CHURCH SERVICES, INCLUDING OCCASIONAL OFFICES 

• Oversee the production of weekly worship materials alongside the clergy. 

• Produce and distribute volunteer rotas for Sunday worship. 

• Be the first point of contact for weddings, funerals and baptisms and oversee the resourcing of each 

service with clergy, verger, sound operators and any other requirements. 

• Ensure accurate invoicing of occasional offices according to church and diocesan fees. 
 

3. COMMUNICATIONS AND IT 

• Establish and maintain effective and integrated IT and software systems. 

• Ensure the church has an appropriate management system, eg “ChurchSuite” and that it is well 

maintained. 

• Take responsibility, alongside the PCC, for the management of the website. 

• Act as data handler to ensure we comply with all GDPR requirements. 

• Work closely with the Communications Group. 

• Design and produce publicity materials for events and services, both physical and digital and ensure 

that regular social media posts are created.   

 

4. HIRING OUT CHURCH SPACE 

• Manage all room bookings, for church and community use. 

• Promote the church’s facilities within the local community. 

• Hire out car park spaces and liaise with Caretaker as necessary. 

• Oversee all lettings contracts and usage licences. 

• Maintain an accurate record of key holders and keys issued to hirers. 

• Recruit volunteer events-caretakers and arrange for their training, as necessary. 

• Awareness of, but no responsibility for, the Church Heating calendar. 

 

5. FINANCIAL SYSTEMS 

• Establish and maintain appropriate systems for payments and receipts (including use of debit card), 

working closely with the Treasurer. 

• Arrange payment for software subscriptions with Treasurer. 

• Manage the office budget. 

 

 



 

Person specification 
 

We are looking for someone with excellent administrative skills who will become part of the St Mark’s 

community.  Whilst it is not essential that someone is a practising Christian we are looking for someone 

who understands the culture of the Church of England and shares the values of St Mark’s. 

 

• Demonstrable administrative skills including 

▪ Experience of using Microsoft 365 

▪ Excellent IT skills (oversight of the website, social media presence) 

• Google calendar  

• The ability to maintain a high degree of confidentiality and handle sensitive issues 

with discretion. 

• Willing to attend training courses as appropriate. 

 

• Systems management 

▪ Experience of a church management system (eg Churchsuite) 

 

• An effective communicator 

▪ Sensitivity to manage front of house contacts in person or via telephone or email 

▪ An efficient conduit of information, with the ability to see the implications of 

decisions and share knowledge appropriately 

▪ Ability to delegate to other staff members and volunteers 

 

• Organisational skills 

▪ The ability to show initiative and work with minimal supervision 

▪ Ability to work alone and as an effective team member 

▪ Ability to manage the office budget 

▪ Well organised and methodical with the ability to manage competing priorities. 

 

• Effective Marketing of Church Space and managing all bookings 

▪ Ensuring that the church is well publicised around local groups who may want to 

make use of our facilities. 

▪ Working alongside St John’s and St Mary’s to develop consistency 

 

Terms of Employment 
 

Salary £16,250 per annum equivalent to £12.50 per hour 

Pension scheme There is no employment-related pension provision associated with this post.  

However, the PCC is obliged by law to provide you with access to a 

Stakeholder Pension Scheme should you request it. 

Hours of work 25 hours per week, Monday to Friday. Exact days and times to be agreed with 

the Incumbent. 

Annual Leave 25 days holiday per year in addition to public holidays 

Notice period During the probationary period your employment may be terminated by two 

weeks’ written notice on either side or pay in lieu of notice by the employer. 

Once the appointment is confirmed the notice period will be extended to one 

month on either side. 

Probationary period Six months 



 

Applications 
 

Please send a letter of application to: The Revd Sue Hammersley (Incumbent) office@stmarkssheffield.co.uk  

stating why you feel that you are suited to this role and attaching your CV with two references, at least one 

of whom can comment on your skills in this area, preferably a previous employer. 

 

Closing date for applications Sunday 19 September 2021  

 

Date for interviews Tuesday 28 September from 1pm onwards – to start as soon as 

possible thereafter 

mailto:office@stmarkssheffield.co.uk

