[image: ] 
Following Jesus: The Way, the Truth and the Life
St Paul’s Church, Leamington Spa

Site Manager
JOB DESCRIPTION
September 2026
St Paul’s is a large evangelical church in Leamington Spa (recently voted one of the best places to live in the UK). We are a Mission Hub (a resource church) for the diocese, with a vision to, together with others, give everyone in our area a meaningful opportunity to respond to the Good News of Jesus by Easter 2033.

Purpose
St Paul’s Church is looking for a practical, organised and approachable individual to become our next Site Manager. 
This role is more than a maintenance role; it is an integral part of a team that is blessed to minister to the people of Leamington Spa. You will play a key part in ensuring our buildings are safe, welcoming and ready for worship and events. Working closely with the Operations Directors, you’ll help create an environment where ministry can flourish. 

We are looking for someone who enjoys solving problems, is proactive and has a flexible approach to a wide variety of tasks. Working for a Church is different to any other industry, with no two days being the same. One day you may be setting the church up for a large community event, another fixing a minor maintenance issue and the next welcoming our congregation to our services.  

Terms and Conditions 
· 18 hours contract – based around Monday to Wednesday 8am - 2pm. However the working pattern is flexible and some weekends and evenings may be required to assist with events (with time in lieu).
· £29,000-£34,000 per year (FTE), depending on experience.
· Applications to be submitted by 13 November 2026. Interviews to be held in the week commencing 16 November 2026.

Main Purpose of the Role
· To manage the day-to-day use of church premises, resources and equipment for a range of events and services throughout the week. This includes arranging access, and developing the church’s relationship with all regular users.
· To provide a welcoming environment for the congregation and visitors.
· To manage the daily maintenance of the building and arrange annual maintenance checks.
· To assist the Operations Director (Facilities) in creating an efficient and smooth running church premises.
· To promote the vision and values of the church through your example and relationship with those using the church.

Accountability
· This role reports to the Operations Director (Facilities).
· To be part of the Operations team, particularly working with the Operations Directors, Housekeeper, Cleaner and Finance Administrator.
· Attend the Site Committee meetings and other operations meetings as required.

Main responsibilities 
The role is flexible.  However, the duties are likely to include:

1. Premises
· To conduct visual checks of the church at the start of each day to ensure there are no issues for the day ahead. 
· To be aware of the usage pattern of the church and ensure that each room is tidy and the furniture is arranged for the next event/ministry use - including the church is ready for the Sunday Services. 
· To work with the Operations Director in ensuring the church is appropriately set up for special services – weddings, funerals etc. 
· To ensure the equipment required for each hirer/user/activity is available and give instruction in the use of equipment as necessary.
· To ensure that all equipment is in working order and correctly stored.
· When required by the Operations Director, to take on the role of Service manager for events, activities and services; being the primary key holder in these situations. 
· Ensure that appropriate heating is provided for each activity. 
· Direct contractors and volunteers who offer their help - Such as a work party in the garden or carrying out painting.

2. Project Management of Buildings Projects
· To work with the Operations Director to carry out building projects including budgeting, liaising with outside contractors and other staff, and planning the scope and timetable for the work.
· To manage the day-to-day delivery of building projects and ensure they are completed as required.

3. Building maintenance
· To maintain the Fabric and Buildings budgets in consultation with the Treasurer and Operations Director.
· To report any missing items, breakages or damage to the Operations Director at the earliest opportunity.
· To organise and facilitate the annual maintenance checks required and oversee the entry of the personnel carrying out the work. 
· To carry out basic maintenance work on the Church and its associated buildings, complying with the CofE faculty system.
· To maintain an accurate maintenance log. 
· To work with the Housekeeper and Cleaner to carry out any emergency cleaning.
· To ensure the church gardens and those of 40 Leicester Street are well maintained including regular mowing of lawns.
· To work with the Operations Director to arrange Quinquennial inspections and to arrange for any actions arising from this are addressed.
· To manage the fabric of the church properties at 40 Leicester Street and 14 Taylor Avenue, ensuring fabric issues identified by tenants are addressed, regular maintenance is carried out and properties are inspected and upgraded as needed between tenancies.

4. Health and Safety 
· To ensure the equipment allocated to the Site Manager is within date and complies with the health and safety policy.
· To check the Accident report forms and liaise with the Operations Director if any changes are needed to the building.

5. Service Management roles 
· To Service Manage the midweek service on a Wednesday.
· Assist with the Audio/Visual tech if needed for the service (training provided).

Person specification
· Be able to reflect the vision and values of St Paul’s Leamington Spa in all dealings with staff, congregation members and visitors.
· The post holder will work in a Christian environment and will often be ‘front of house’ welcoming people, therefore it is a genuine occupational requirement for the post holder to be a practising Christian.
· Have good interpersonal skills and a good ability to communicate with both staff and members of the congregation.
· Be able to work with and encourage a team of helpers and volunteers.
· Be organised and able to manage competing priorities.
· Be well motivated, proactive and able to work with minimal supervision.
· Be able to climb stairs and do medium to heavy work including lifting and moving of furniture.
· Be willing to undertake any training necessary for the role.
· Have experience with maintenance tasks and be confident in their ability to carry out work on the building when necessary.
· The successful applicant will be required to undertake a successful DBS check.



Person Specification
	
	Essential
	Desirable

	Christian Experience and knowledge
	
	

	Committed and baptised Christian, involved in church activities (this role carries a Genuine Occupational Requirement)
	x
	

	Willingness to work within the authority structures of the Church of England and become a full member of St Paul’s
	x
	

	An evangelical Christian who is prayerful & open to the renewing work of the Holy Spirit and one who holds to traditional church beliefs and teaching in matters of faith and conduct 
	x
	

	
	
	

	Personal Qualities 
	
	

	Ability to respect confidences and act with tact and sensitivity
	x
	

	Complete reliability 
	x
	

	Well-organised and able to carry responsibility
	x
	

	Ability to work well with others
	x
	

	Approachable
	x
	

	Positive, optimistic and resourceful 
	x
	

	Enjoyment of working flexibly where needed
	x
	

	
	
	

	Skills / Experience 
	
	

	Good level of education, preferably to A level (or equivalent) or higher
	
	x

	Proven experience of managing building projects 
	
	x

	Strong organisational skills and ability to prioritise workloads
	x
	

	Experience of carrying out DIY and small scale building improvements 
	x
	

	
	
	

	Other 
	
	

	Willing to undergo any necessary training, including safeguarding training and audio/visual training.
	x
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