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	POSITION DESCRIPTION

	Position Title:
	Office and Facilities Manager

	Department:

Location:
	Holy Trinity Church
Parish of Fortitude Valley

Church Street, Fortitude Valley

	Employment Status:
	Fixed term

	Reports To:
	Parish Rector

	Direct Reports:
	Nil

	Key Relationships/Interactions:
	Internal: 
Wardens, Parish Council Members, Committee convenors and members, Pantry volunteers and parishioners

	
	External: 
General: diocesan office, service people, community groups


Position Statement / Overall Purpose:

Holy Trinity is a dynamic Church in the Anglo-Catholic tradition. A concern for the aesthetics is part of its ethos. With three beautiful heritage buildings, and a commitment to liturgical excellence, it cherishes the past. It is intellectually open-minded faith community, with a commitment to social inclusion, community engagement, and social justice. As such, it is oriented toward an open and evolving future.

In general, the Office and Facilities Manager will play a key role in translating the parish’s vision into action. In particular, the Office and Facilities Manager actively supports the parish Rector in implementing the strategic aspirations and management responsibilities of the parish.
The Office and Facilities Manager will work in accordance with the values and ethos of the Anglican Church, the Code of Conduct and support the operations of the Church through its Commission or Agency by providing guidance and advice within this position’s specialty area.

Position Specific Requirements & Qualifications
1. Current Driver Licence & own reliable vehicle (for extended tasks, parish car available)
2. Current Positive Notice (Blue Card) (or apply for one on being accepted)
3. A recognized management certificate or degree (desired)
Key Selection Criteria:

1. Proven track record in project management
2. Financial management experience
3. Demonstrated effective strategic thinking

4. Prior marketing experience

5. Effective problem solving skills

6. Effective communication skills (written, verbal, phone)

7. Intermediate to advanced computer literacy (MS office suite)
8. Graphic design experience (preferred)
9. Experience in selection, support, and management of volunteers (preferred)
10. Understanding of a complex environment and diverse stakeholders.
Key Accountabilities and Responsibilities: 

1. Accountability: Project Management/Business Development
Responsibilities: 
· Proactively support the Rector in the development and implementation of projects and events
· Develop a program maximizing the use of facilities (e.g. hall, entrepreneurial usages, new kitchen)

· Implement and manage the development of the old rectory into the new Trinity Centre

· Initiate new business opportunities and connections with local businesses and community groups 
· Liaise with and manage the relationships with community-group partners (e.g. IT and room use, community leases, MOUs)
· Increase revenue through better use of facilities (e.g. wedding packages)

2. Accountability: Office Management
Responsibilities:

· Oversight of Parish WHS requirements
· Development of Parish and Facilities marketing material
· Management and planning of Parish communications

· Improvement and implementation of up-to-date IT systems

· Management of general reporting and updates

· Regular liaison with Rector and web warden
· Read, critique, and advise on contracts
· Management of sundry child protection records (e.g. blue card register, training record)
· Resource and manage a team of office volunteers for delivering services (pew sheet, front of house).
3. Accountability: Facilities Management
Responsibilities:

· Develop and maintain an effective booking system and calendar
· Attend to heritage issues in a timely and systemic manner

· In partnership with the maintenance supervisor, maintain site in good repair
· Select and supervise cleaning staff
· Establish and manage volunteer gardening team.
4. Other Duties and Requirements
· Support Pantry ministry, convenor and volunteers
· Other ad hoc duties as required.
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