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Operations and Support Manager - Job Description 
Full or Part time 

Background 
 
The Central Baptist Association is one of the 13 associations in membership with the Baptist 
Union of Great Britain (Baptists Together).  We cover the four counties of Hertfordshire, 
Bedfordshire, Buckinghamshire, and Northamptonshire with a membership of 
approximately 150 churches and 11,000 people.  
 
The CBA is a registered charity and company limited by guarantee. The company has assets 
of approximately £2.7 million and annual income (in the last financial year) of £273,000. The 
overall responsibility for the Association lies with the Board of Trustees known as The 
Council. 
 
Our Values    
 
We are best described by our mission statement:  “Walking together in ministry and 
mission” and the Baptists Together objective: “Growing Healthy Churches in relationship for 
God’s mission”.  We seek to fulfil this through the provision of spiritual and pastoral care, 
through support and advice on matters of church governance and through the provision of 
financial assistance using national and local grant support schemes. 
 
As an Association we seek to encourage: 

• Diversity- challenging and overcoming exclusion and barriers to inclusion 

• Interconnectedness- facilitating partnerships locally and nationally 

• Emerging Leaders- encouraging new, younger, emerging leaders 

• Relational working that is person centred rather than task focussed 

• Involvement and valuing of different views and perspectives 

• Openness- the willingness to explore, be creative and willingly adventurous 

• The development of deeper spiritual connectedness in churches and individuals  

• Commitment and action to overcoming local and global injustice 

 

The day-to-day operation of the Association is in the hands of full and part time staff with 
substantial input from two trustees, in their roles of Moderator of Council and Treasurer. 

Various tasks within CBA are delegated to sub-committees, which will be supported by the 
postholder. 
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From Autumn 2022 a new Regional Team will have been established, made up of a Regional 
Minister Team Leader, 2 Regional Ministers, 1 Operations and Support Coordinator, a part 
time safeguarding co-ordinator and part time administrative assistance.  

 
It is envisaged that whilst the support of churches and ministers, and the ongoing work of 
the Association, will be shared across the team, individual members will also bring specific 
emphases of some the specialisms listed in the appendix according to their gifting and 
interest. 

 
 
Operations and Support Manager:  The Role 
 
This post plays a key role in the fulfilment of the Regional Ministry purposes in relationship 
to member churches and the wider Baptist and ecumenical family.  This will involve the 
smooth management and administration of the Association’s business and activities, 
including compliance of its own practices in relation to company and charity law and Baptist 
Union procedures, and providing guidance to local churches on legal and administrative 
matters. The postholder will be a fully participating member of the team. 
 
Responsible to  
 
The postholder will be responsible to the Team Leader.                                                                   
 
The postholder will attend and participate in Council and other committee meetings and 
have a direct line of communication with the Moderator and Treasurer and other trustees 
and stakeholders as necessary.  
 
Tasks and responsibilities (subject to modification from time to time) will include: 

-  Association Life  

• Organise the CBA Annual Assembly and AGM including venue booking, collation and 
circulation of reports and papers  

• Manage and publish the annual Directory 

• Maintain register of and co-ordinate CBA representatives to other bodies 

• Update database of churches, ministers, church secretaries and treasurers,  
designated safeguarding officers  

• Be the point of contact for churches enquiring about membership and processing 
applications  

-  Governance  

• Arrange and manage elections to the CBA Council 
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• Liaise with the Association Moderator (Chairperson) on the organisation of Council 
meetings, including the forming of the agenda, compilation and distribution of 
papers and minutes etc. 

• Liaise with The Baptist Union Corporation on issues relating to churches and other 
matters 

• Participate in and provide advice to Council and Committee Meetings 

• Liaise with The CBA Treasurer on the management of grants and other financial 
management issues 

• Liaise with the Chair of the CBA Finance Committee on the organisation of meetings, 
including the forming of the agenda and compilation and distribution of papers 

• Ensure compliance with company and charity regulations and reporting including 
Annual Returns  

• Maintain trustee register of interests, ensure trustees have necessary qualifications 
to serve, and other Company Secretarial duties 

• Enable induction and training of new trustees  

-  Relationship with and support of churches  

• Manage Home Mission grant application processes including liaison with the 
Moderator (Chairperson) of the Home Mission Grants committee and recipient 
churches. 

• Coordinate information and distribute to churches and ministers  

• Keep up to date and advise the CBA and its members on issues in relation to charity 
law, governance, and regulation 

• Manage the CBA checking system for ministers  

• Participate in the welcome and introduction to the Association of new ministers 

-  Networking  

• Participate in the National Baptists Together Administrators’ group  

• Attend the annual CBA Ministers’ Conference and Baptists Together Assembly 

• Participate in other appropriate regional and national networks  

-  Operational issues  

• Liaise with external contractors where necessary 

• Administrate the Ministerial Recognition Committee 

• Oversee the efficient working of the Association IT systems 

These lists are not exhaustive and other tasks may occur from time to time. 
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Operations and Support Manager:  Person Specification 

Skills and Knowledge  
 
The postholder may or may not be ordained, though a good understanding of Baptist life is 
required. 

It is necessary for the postholder to have: 

• Good communication skills - verbal and written  

• Good coordination and delegation skills 

• Computer competence including use of Microsoft Office especially Word, 
PowerPoint, Excel, use of email and social media 

• Some understanding of charity governance and compliance, and its application in a 
Baptist context 

• Experience of financial recording and reporting including understanding of income 
and expenditure statements and balance sheets 

• The ability to work alone with minimal supervision 

• No disqualification from serving as a trustee or company director 

• Driving licence and access to a vehicle for business use 

It is desirable for the postholder to: 

• Have knowledge of Baptist principles and structures  

• Be a participating member of a church in a network in membership with Churches 
Together in Britain and Ireland  

• Be able to obtain and convey advice on administrative and other issues to local 
churches  

• Have some experience of charitable organisations as an employee or trustee. 

Place of work  

• The role will primarily be performed from home or agreed office base with travel to 
CBA Council and team meetings, national networks, and events.  Necessary 
equipment including computer hardware, mobile phone and media resources will be 
provided 

Expenses 

• Travel and other agreed costs will be reimbursed in accordance with rates agreed 
with the Treasurer on production of receipts  

• The cost of in-service training and professional development programmes will be 
covered according to agreement with the Team Leader 
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Operations and Support Manager:  Terms and Conditions  

• Salary:  The salary will be £45,000 per annum, pro rata reviewed annually. 

• Pension:  The postholder will become a member of the Baptist Pension Scheme.   

• Holiday:  Annual holiday entitlement will be 25 days plus public holidays  

• Notice Period:  Three months’ notice of termination is required by either side, after 
the probationary period mentioned below 

• Probationary Period:  The post is subject to completion of a satisfactory six month 
probationary period 

• Annual Review:  The post is subject to annual appraisal and review process. 

• Disciplinary and Grievance procedures:  As described in current CBA policies  


