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	Hours
	Part Time - 20 hours per week 4-5 days a week office based

	Contract
	Permanent staff

	Salary
	£15.50 per hour depending on experience (plus approved legitimate expenses)

	Location
	Reading Gateway Church, St Agnes Parish Office 292 Northumberland Avenue.

	Area
	Working across the parish of Reading Gateway Church (RGC)


About the Church
The Church has a vibrant and energetic team of staff and volunteers running three sites (with two churches and three halls) and several outreach and mission projects. The Parish is seeking to replace the retiring Parish Administrator with a person who has background and experience in operations, administration and human resources.
The Operations Administrator role includes
· Working as a team member under the direction, guidance and supervision of the Operations Manager
· Recording all data safely and confidentially
· Providing the point of contact for both external hall hirers and internal ministry teams booking our various venues.
· Working as a team member while also using some autonomy, including directing Assistant Operations volunteer 
· Manager and keeping records of all staff training, and records relating to our Safer Recruitment policy
· Keeping records of building safety checks, utility contracts, supplier contracts and completing annual returns
· Managing the ChurchSuite system and workflows
· Liaising with and supporting our volunteer Parish Safeguarding Officer and PCC Lay Chair regarding Safeguarding clearance and training, including in the processing of DBS checks
· Liaising with various Ministry team leaders in conjunction with the Operations Manager
· Supporting the wider health & safety and risk management team of the church/organisation and congregation
About you
Due to the nature of this role, across a large parish with three sites, the successful person will need a full driving licence, access to their own vehicle and the right to work in the UK.
You will need to work well within a team and use your own initiative. Supported by the Operations Manager and a small team of volunteers, you will also need to be computer literate, obtain a satisfactory DBS check and complete the following training: Church of England Basic, Foundation and Awareness of Domestic Abuse safeguarding training and Food Hygiene
The role includes occasional attendance at weekly mission team meetings led by the Rector, therefore sympathy with Christian values, particularly those of inclusion and respect for all is required.
Intrigued? Why not enquire further?
If you wish to find out more about this exciting new role before making a formal application, please call or email the Operations Manager Geoff Hassett at operations@readinggateway.church or 07362732073 . A full role profile and application form are available at https://www.readinggateway.church/vacancies/ 
	Closing date for applications: 30th October          Interview date: Thursday 5th November 2026
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