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Loaves and Fishes Project, St Pauls, Bristol
Project Manager Vacancy


	Job title

	Project Manager

	About us

	In the early 1990's four Sisters from our Community, the Sisters of the Church, moved to Ashley Road, St Paul’s Bristol, near the Malcolm X Centre and we have had a presence here for more than thirty years.  Initially, as part of their lives of prayer and active service, Sisters began giving out small food parcels to about 12 people who came for food each week.  

However, this soon grew and for many years now we expect to see around 250-300 people a week in all types of need.  Our callers come for a weekly food parcel and also companionship, conversation and advice.  Additionally, we provide support (form-filling, phone calls, and relief for emergency energy payments), and we are able to offer a small number of holiday opportunities and children’s days out.

Poverty in the UK is a disturbing reality we see every day and the numbers are increasing. Together with our wonderful volunteers, we are the channels of countless people's kind and generous donations which is why we have named the project 'The Loaves and Fishes Project'.

The nature of the project requires good organization.  The ministry and project is led by the ‘Sister in Charge’ and she is supported by the Project Manager.  


	The Opportunity
	We are looking for a Project Manager who will be responsible to the managing of this project under the authority of the Sister in Charge.  This means ensuring effective delivery of the project by ensuring all activities align with established policies, processes, and procedures. The forward planning of resource needs, volunteer communications, training, and rota oversight, as well as organising social events for volunteers and stakeholders. Provide direct support and maintain accurate records where required, liaise with external support organisations, and ensure the accurate management of project accounts maintaining the values when working with our varied client community.  

The position is for 20 hours each week, requiring three on-site days of 5 hours each week and 5 hours of hybrid working.  The Project is not operational during the Christmas and Easter break, or the month of August, however there is an expectation that the postholder will work flexibly over this period. 

Salary: £20 per hour


	Key Responsibilities Include:

	· Understanding and delivery in accordance with our project policies, processes, and procedures
· Management of the Project Administrator
· Regular meetings with the Sister in Charge to ensure co-ordination, future planning and delivery of the communications plan
· Forward planning of resource requirements 
· Forward planning of volunteer communications, training and rota oversight
· Organisation of social events for volunteers and stakeholders
· Provision of client support, maintaining client records (where necessary) and connecting with support organisations
· Maintaining accounts


	Reporting to
	Sister in Charge


	About You 


	The ideal candidate will have strong administrative and organisational skills with excellent attention to detail.

You will also be able to or have:
· Demonstrates exceptional administrative oversight and organisational leadership, ensuring accuracy and high standards across all operations. 
· Communicates with clarity and influence, both in written correspondence and verbal interactions. 
· Expert user of Microsoft Office applications (Word, Excel, Outlook), leveraging these tools to support efficient team and departmental performance. 
· Highly proficient with Chromebook systems and adaptable to new technologies. 
· Effectively manages competing priorities, providing strong decision‑making and time‑management to drive results. 
· Maintains a professional, approachable, and trustworthy presence, upholding confidentiality and organisational values at all times. 
· Confidently engages with a diverse range of clients, volunteers, and stakeholders, fostering positive relationships and collaboration. 
· Works independently with initiative while also leading and contributing effectively within cross‑functional teams.


	Additional Information

	If you wish to have an informal conversation, explore the role in greater detail or visit the Project in advance, then please contact Sister Teresa Mary (bristoladmin@sistersofthechurch.org).

The Selection Process:
1. Covering letter with CV by email bristoladmin@sistersofthechurch.org by 26 February 2026
2. Shortlisting will take place on 27 February 2026 
3. Interviews will take place on 03 March 2026
4. It is hoped that the successful applicant will be able to commence employment during April 2026





2

image1.png




