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Parish of St Andrew’s Leytonstone 
 

ADMINSTRATION AND CAMPAIGN MANAGER 
12 MONTHS FIXED TERM CONTRACT AT £26,000 FTE, 20 HOURS A WEEK 
 
St Andrew’s is a Christian Church in the liberal Catholic tradition of the Church of England. 
We are generously orthodox in faith, community and justice orientated in outlook and we enjoy 
the rich symbolism of traditional liturgy in worship. We seek to give a warm welcome to all 
people, irrespective of race, age, gender, physical ability, way of life or sexual orientation. We 
are an inclusive church. 
 
In the light of God's call, and our situation here, our vision is for St Andrew's to be an open, 
welcoming and thriving church serving our diverse community by caring for the spiritual, social 
and physical wellbeing of all. 
 
Our church hall is one of few large community buildings in the parish and as such is valuable 
community resource. We aim to maximise both the use of the church and the hall for the 
community and by community groups, with regular activities including worship & music, table 
top sale, supper nights, senior’s activity and fellowship group, Fairtrade sales and activity, joint 
activities with the neighbouring Hindu Temple, a nursery, karate classes, art classes, and a 
local councillor’s surgery. 
 
St Andrew’s Church has a significant heritage; a Grade II listed building designed by renowned 
architect Sir Arthur Blomfield. The site is also recognised for its connection to a well-endowed 
local philanthropic family, the Cotton Family, whose land the church stood on. 
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Role Summary 
St Andrew’s is an important heritage asset and a valuable community resource, hosting a wide 
range of community groups and activities for all ages, backgrounds, interests and needs. Our 
open approach is reflected in the diverse range of people of all faiths who use the building. It 
is regularly alive with activity, but whilst this is a good news story, the future of the building is 
at immediate risk. We also need to increase our capacity to ensure St Andrew’s is “investment 
ready”, with a project that will build in-house skills, capacity and understanding to successfully 
prepare and deliver a major capital project. Completion of our major capital project will see the 
building repaired and better equipped for the community, and St Andrew’s strengthened and 
prepared to secure our future. 
 
We are appointing an Admin and Campaign Manager to work with us during our crucial 
Foundations for the Future project; funded by the National Lottery Heritage Fund Resilient 
Heritage Grant programme, and during the first preparatory phase before the major project is 
launched. The appointed person will play an important role in helping us to prepare for the 
future.  
 
 
Job Title:   Administration and Campaign Manager 
 
Responsible to:  The Vicar of St Andrew’s (Fr Paul Kennington) and the Churchwardens 

and Parochial Church Council of St Andrew’s Church Leytonstone.  
 
 
Hours:  The post holder’s normal hours will be 20 hours a week to be worked 

flexibly within Monday to Friday normal office hours.  
Occasional weekend and evening work may be required in which case 
time off in lieu will be given. No overtime is paid but time off in lieu may 
be taken where appropriate. 
There will be a holiday allowance of 28 (including bank holidays) days 
per annum, pro-rata. 

 
Place of Work: The post holder will, work mainly from home or could occupy office 

space in St Andrew’s Church Leytonstone or elsewhere by agreement. 
Some of their time may be spent out in the community. 

 
 
Key Responsibilities 
 
1. Administration 

a. To work with existing teams to establish new and efficient administrative systems to 
support the daily running of the parish giving training and support as necessary.  

b. To work with existing teams to review existing church policies and procedures with a 
view to implementing a strategy for strengthening policies and systems. These will 
include: 

o Lettings and rental 
o Communications and marketing 
o Financial reporting 

c. To support with other appropriate administrative duties as required 
 
2. Project Management 

a. To be a point of contact for project consultants, stakeholders and the Heritage Fund 
for the Foundations for the Future project responding to access and practical 
questions.  

b. To keep accurate and up to date records of project activity 
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c. To be responsible for managing the Foundations for the Future project budget, 
including HLF reporting and all project related payment requests, keeping accurate 
bookkeeping records of campaign income and expenditure. 

d. To work with the Community Management Group and be responsible for 
implementation of  project activities 

 
3. Campaign Management 

a. To act as admin secretary for the Community Management Group, attending meetings, 
keeping notes, providing minutes and sending out agendas, and to keep them 
appropriately updated on the project and to invite them to appropriate project events 

b. To work with Fr Paul, the Webmaster and Facebook administrators to implement and 
manage the social media promotion of the project to build support and engagement in 
our plans 

c. To establish and maintain a database of potential major donor supporters 
d. To establish and maintain a database of potential project supporters and partners 

 
This job description is not exhaustive and amendments and additions may be required in line 
with future organisational changes. 
 
Interview Process 
Post Advertised:  By Monday 15th April 2019 
Deadline for Applications: Friday 24th May 2019 at 5pm 
Shortlisting for Interview: Wednesday 29th May 2019 
Interviews:   Wednesday 5th June 2019 
Notification:   By Friday 7th June 2019 
 
Application Process 
If you are interested in applying for this post please contact Sarah Odell on 
spiresheritage@gmail.com to request an application form. 
 
Applicants should complete the application form, addressing how you meet the person 
specification attached with this job description and return to Sarah Odell by email. 
Completion of an application form is essential and we will not accept applications just 
containing a CV. 
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ADMIN AND CAMPAIGN MANAGER 
PERSON SPECIFICATION 
 
Personal attributes 
 

Conscientious, hardworking, thorough      E 
Pro-active, positive, energetic and flexible       E 
Able to think strategically and consequentially, and to implement strategies  E 
Innovative problem solver      E 
Empathetic, with the ability to communicate effectively at all levels   E 
Enthusiasm to support and understanding of the issues and opportunities of small E  
charities undergoing organisational change 
Ability to support and encourage volunteers positively      E 
Ability to work constructively in a team      E 
 
Skills 
 

Competent IT skills in Office software and social media tools    E 
Excellent communication and presentation skills      E 
Excellent interpersonal skills with the ability to work in a team    E 
Excellent time management skills with the ability to work on your own initiative  E 
Good financial management skills including the demonstrable ability to develop and 
maintain financial and administrative systems      E 
Skills which enable you to be active in fund raising      E 
A good understanding of the Christian culture and/or the wider charity sector  D 
 
Experience 
 
Proven ability to manage administrative functions and duties    E 
Experience of working in an administrative or project management role    E 
Experience in dealing with people from a wide range of backgrounds    E 
Experience of managing and encouraging volunteers in a charity sector context  E 
Experience of creating teams and leading teams       E 
Experience of working in a church environment      D 
Experience of living and working in a multicultural/ multi-faith community    D 
  
Other 
   

Sympathetic and understanding of the Christian faith and tradition and willing to work  
in line with the vision and ethos of St Andrew’s      E 
Willingness of work unsociable hours        E 
Practical knowledge and understanding of our community     D 
Practical knowledge and experience of the National Lottery Heritage Fund   D 
 
 
 
 
 
 
 


