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	Job Title: 	People and Operations Manager
Location: 	Easton Christian Family Centre (ECFC), Bristol
Hours:	15 hours a week (some flexible working can be considered)
Salary: 	£30,000 to £35,000 p.a. FTE depending on experience
	(up to £14,000 p.a. actual, 0.4 FTE) 
Start: 		ASAP 
Contract: 	Fixed term contract to 31 December 2028 (hope to extend dependent upon funding)
Benefits: 	Paid annual leave (28 days plus bank holidays pro rata)
	NEST workplace pension.




Job Summary.
The role of People & Operations Manager will put you at the heart of the life of ECFC, sharing our excitement for our vision to be faithful followers of Jesus in this lively and diverse place.  You will work closely with the Priest-in-Charge, volunteers, staff, and existing teams to support and enable their work, oversee the systems we need to be effective in our work and identifying gaps.
We are seeking someone who combines strong relational leadership with excellent organisational ability. The successful candidate will bring warmth, emotional intelligence and confidence in working with people, alongside a practical, structured and reliable approach to getting things done. They will enjoy enabling and supporting volunteers, bringing clarity to complex situations, chairing meetings well, and creating systems that make it easier for others to contribute effectively. They will be proactive, well‑organised, and take satisfaction in both healthy relationships and well‑run operations.





Introduction to Easton Christian Family Centre (ECFC)
ECFC is a family-friendly multicultural Anglican church in the Easton / Lawrence Hill area of the City of Bristol.  
We desire to be a place of welcome, meeting and refuge for all, inspired by the generous, loving, non-violent life of Jesus. 
We are a community of young and old of many nationalities (particularly Persian and British), learning together and growing in the ways of Jesus, and seeking to make him known. 
We have a thriving community hub used by over five local refugee and support organisations throughout the week, a church run community cafe, support for Persian and refugee church members, and an active and engaged congregation including many families and children.
For more details, please visit our website: https://ecfc.org.uk/ 

Priority Communities Network (PCN)
The job is part-funded by the Bristol Diocese through the Priority Communities Network (PCN).  The PCN supports churches in the diocese’s Priority Communities, including Easton, to grow.




JOB DESCRIPTION
Key responsibilities
The core priority of this role is enabling and supporting ECFC’s key volunteer‑led teams. Other responsibilities exist to serve and sustain that core purpose.
1. Enable Volunteer Teams to thrive 
To enable, support and provide appropriate oversight for ECFC’s key volunteer-led teams (Finance, Fundraising, Refugee Support / Pastoral, Café Management, Safeguarding).
This includes ensuring that: 
each team has clear purpose, scope and boundaries 
key volunteer roles are supported
meetings are well-structured and productive
reporting to PCC and staff is consistent
legal, safeguarding and financial obligations are understood and met 
2. Ensure it is easy for people to join in and contribute.  
Work with the Priest-in-Charge, staff, volunteers to design and improve simple, practical ways of working. 
Develop processes that make it easier for people to get involved 
Remove unnecessary complexity or barriers 
Help teams work effectively and with clarity
3. Support people and organisational processes  
Oversee systems that support both volunteers and staff, including: 
volunteer induction and involvement in teams
how people can start new initiatives 
staff support and review processes for managers 
employment records are maintained
supporting recruitment processes when occasionally needed.

4. Ensure effective and appropriate systems are maintained
Provide oversight to ensure key organisational systems are in place and working well:
Compliance: policies and procedures (many of which are provided and supported by Bristol Diocese and governed by the PCC) are appropriate and embedded in practice.
Data: information is stored safely, used appropriately and complies with legal requirements.  
Systems: support effective use and development of ChurchSuite database and other tools (training provided).
Tech.  ensure suitable IT support is available through volunteers or external support and that the website is maintained.
5. Contribute flexibly within a small team 
We are a small organisation, and at times you may need to be proactive to ensure things get done by:
contributing to practical tasks where there are short term gaps 
supporting teams with specific pieces of work 
This will be balanced with a continued focus on enabling others, rather than taking on significant ongoing delivery responsibilities.
6. Priority Communities Network
Participate in the PCN Operations Managers’ Network
Ensuring ECFC meets the expectations associated with this funding

Scope of the role
This role focuses on enabling people, teams and systems to work well together. It is not a primarily administrative role, nor is it intended to absorb all tasks that fall between volunteers or staff. 

The postholder will be supported to prioritise effectively across competing demands and to focus time and energy where it will have the greatest impact.

Person Specification 
We are looking for someone who is both: 

People‑oriented
· Engaging, encouraging, inspiring
· Comfortable chairing meetings and drawing people out
· Energised by collaboration and participation
· Creates a positive emotional climate for volunteers

Structured and forward‑thinking
· Thinks in systems and processes
· Likes clarity, follow‑through and reliability
· Takes compliance, safeguarding, finance seriously
· Notices gaps and risks early
· Comfortable holding responsibility




	Essential criteria

	1     Relational leadership & volunteer enablement
Strong interpersonal skills including:
· Demonstrates exceptional interpersonal and relational skills, with the ability to build trust quickly with volunteers, staff, and other partners, and to work with people from a wide range of cultural and religious backgrounds.
· Able to motivate, encourage and sustain volunteer engagement, particularly in key roles
· Skilled in chairing meetings, drawing contributions from others, and guiding groups towards clear, agreed outcomes
· Brings a positive, encouraging and emotionally intelligent presence that strengthens morale and collaboration
· Able to handle sensitive dynamics (e.g. safeguarding, finance, refugee support) with warmth, discretion and authority


	2     Organisational thinking & operational grip
· Strong systems thinker, able to design, improve and maintain practical processes that enable others to work effectively
· Highly organised and reliable, with the ability to anticipate needs, manage multiple strands of work, and follow through consistently
· Comfortable bringing structure, clarity and prioritisation to complex or volunteer‑led environments
· Proactive and self‑directed, able to notice what is missing, what needs tightening, and what risks are emerging
· Willing to roll up sleeves when required, while keeping sight of the bigger operational picture
· A positive approach to challenges including the ability to imagine fresh ways of solving difficulties
· The aptitude to learn, oversee and develop operational and administrative processes






	
3     Other Essential Criteria:
· Very supportive of the vision, values and Christian faith of ECFC.
· Ability to work within a small organisation with limited resources and people
· Willingness to get ‘under the skin’ of our church community, to understand its desires and the challenges it faces, and to work closely and creatively with its leaders. (Including sometimes attending the Sunday church service to help understand this)
· A desire to include people and make space for volunteers to be involved in fulfilling ways in the life and work of the church.
· Ability to communicate well in spoken and written English.
· Strong IT skills, including the ability to use spreadsheets and to learn how to use our systems such as Church Suite and SharePoint (training can be provided)




	Desirable Criteria:

	· Lively Christian faith
· Knowledge of financial systems and software.
· Experience of fundraising.
· 1-2 years of experience in a management or senior operations role.
· HR knowledge and ability to manage staff including their annual appraisals so they can thrive in their jobs.
· Experience of writing and implementing policies
· Ability to read and interpret finance systems and company accounts.
· Knowledge and experience of operational and administrative processes.








As an Equal Opportunities employer ECFC is committed to being a fair, respectful and inclusive organisation. We believe that diversity enables us to thrive and develop and we welcome applications from all under-represented groups.
The Diocese of Bristol is committed to safeguarding, safer recruiting practice and promoting the welfare of children, young people and vulnerable adults, and expect all staff and volunteers to share this commitment. 
This job is subject to an enhanced DBS check, satisfactory references, and confirmation of the right to work in the UK.

HOW TO APPLY
You can download the Job description and Application Form here: https://www.bristol.anglican.org/aboutus/vacancies-xdb/parish-vacancies/
If this sounds like you, we'd love to hear from you! 
You can call David Moore on 07557 932304 or Rachael Bee on 07925 274790 to discuss the role. We also encourage visits to the church midweek or on Sunday in advance of applying.
Please apply by completing the application form (no CVs) and sending it to: jobs@bristoldiocese.org 
Closing date for applications: Monday, 22nd June, 2026 at 9:00am
Interview date: Tuesday 7th July, 2026
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