
 



 
 

Thank you so much for your interest in considering this role.  

This comes at an exciting time for us as a parish, with the hoped-for end of 

lockdown opening up a new season in our COVID journey. Some old areas of our 

ministry and mission are beginning to open up again, and there are a few new 

things bubbling up in our life together. We believe that there is much that is good 

and worth building on.  

However the impact of COVID also means quite a few areas of our church life will 

look different in this new season of recovery. The Trinity Centre and Café Connect 

will need to continue to build up business again, and the Ministry Leadership 

Team, Church Office team and wider leadership teams are still finding our feet in 

the ‘new normal’.  

I firmly believe that a strong operational base is crucial to the health and growth of 

our work at Trinity, and our shared vision of “growing faith, proclaiming hope and 

living the love of Jesus.” We also know that administrative skills are an amazing 

gift from God! We’d love you to come and use the gifts that you have to build up 

the life of the team and everyone who is part of Trinity Churches.  

 

Revd Phil Cansdale, Vicar of Trinity Churches  

and Area Dean of Shrewsbury.  



 
1. Ministry Leadership Team. To be a core member of the Ministry Leadership Team, joining in 

fully with our weekly and monthly rhythm of meetings for vision, strategic planning and prayer. 
This will facilitate communication between the many different areas of our ministry and mission.  
 

2. Church Office. To oversee the Church Office team, leading by example and enabling colleagues 
in our ongoing commitment to be a “visible Christian presence” to all we come into contact with. 
There will be times, especially in the afternoons, when the Operations Manager may be 
responsible for directly handling enquiries. This also includes cover for colleagues and being a 
point of contact for other enquiries as appropriate. 
 

3. The Trinity Centre. Developing the strategic and operational oversight of this core part of the 
Church’s ministry.  To line manage the Trinity Centre Events Manager, be an ex-officio member 
of the Trinity Centre Management Committee, and help develop our vision.  
 

4. People and personnel management. To ensure that the church is an outstanding employer, 
operating to a high standard of compliance with relevant personnel regulatory frameworks. To be 
a point of reference for Personnel issues, and to maintain the Staff Handbook.  

 



5. Financial management. To oversee the day-by-day financial life of the parish, working alongside 
and supporting the Honorary Treasurer in managing and regularly reporting on the church’s 
income and expenditure. To line manage the Finance Officer. To undertake regular financial 
checks, and to be ex-officio member of Standing and Finance Committee.  

 
6. Belle Vue Parish. To work alongside members of the Trinity Churches team in supporting the 

work of our neighbouring parish. The current Operations Manager is presently Honorary 
Treasurer and ex-officio PCC member of Belle Vue, and it is expected that at least for the short 
term that arrangement may continue.  
 

7. Café Connect. To provide administrative and strategic support for Café Connect CIC, our 
longstanding Café presence in Radbrook Green. To be a member of the Café Management 
Committee.  
 

8. Stewardship and Giving. To be a member of the Stewardship Team, encouraging members’ 
giving and holding a strategic overview of Christian stewardship. To apply to external funders for 
funding for particular projects and ministries as appropriate. 

 
9. Premises and Property management. Ensuring, with the Churchwardens, that the church’s 

buildings and assets are effectively cared for, and that all the church’s activities comply with the 
appropriate regulatory frameworks. To ensure appropriate supplier management and 
procurement, and line manage the Maintenance Supervisor, Church Verger and Gardener.  

 
10. Where time permits to undertake any such other tasks as may be necessary.  

 

The post holder will:  
 

1. Meet regularly with their team leader at Trinity Churches. 

2. Seek other opportunities to develop in the role, and to network with others doing similar work for 
mutual support and learning. The PCC will support membership of UCAN, the UK Church 

Administrator’s Network. (https://www.churchadministrators.net/)  

This is a permanent appointment with a probation period of six months.  
The job description, terms and conditions, and role will be reviewed annually.  
An enhanced DBS check will be carried out prior to full appointment.  
The post-holder is eligible to join the Church pension scheme following completion of the probation. 
Working expenses will be reimbursed according to PCC policy.  
All PCC employees are subject to the terms and conditions of the PCC staff handbook. 

 

 Essential Desirable 

Education A good standard of education; numerate and 
literate.  
 
A sound working knowledge of Microsoft 
Office.  
 

Recognised qualification in word processing / 
administrative skills.  

Experience A proved track record in leadership and 
management, and knowledge of the 
corresponding personnel, financial and 
strategic issues.  
 
Sound experience in leading projects and 
strategic thinking.  
 

Strong operational knowledge of appropriate 
software and IT systems 
 
Experience of managing people and projects 
in the voluntary / charity / church sector.  
 
Experience of stewardship and trust 
fundraising for churches / charities and 
related projects.  

https://www.churchadministrators.net/


Experience of office-based administration and 
dealing with the public.  
 
Proficiency in working as part of a team, 
including line managing other people and 
managing conflict.  

Key Qualities Someone who is a practising Christian, and 
able to embody and articulate our Christian 
values and ethos as a Church 
 
Commitment to work collaboratively as part of 
a team and form effective working 
relationships with a wide range of people.  
 
Able to work under initiative, particularly 
dealing with conflicting and urgent demands.  
 
A positive and ‘can do’ attitude, with a 
willingness to go the extra mile.  
 
A good level of emotional intelligence, and 
able to facilitate others.  
 

Experience of working within a Church or 
Christian charity at a trustee or staff member  

Please Note: In accordance with the Equality Act 2010 we consider it is an “occupational requirement” 
that the post holder is a practicing Christian. Following a review of the post in July 2021 it is particularly 
recognised that: 

• This role carries with it full membership of the Ministry Leadership Team. Belonging to this group 
– and its regular rhythm of meetings for vision, strategic planning and prayer - is essential for the 
successful performance of the role.  

• There are significant aspects of the role and people-facing work which are unsupervised. We 
would expect the Operations Manager to consistently seek to embody and articulate our Christian 
values and ethos as a church. 

• This role carries significant oversight and management responsibilities, including leading projects 
and working groups overseeing Christian stewardship and Christian mission projects. We would 
expect the Operations Manager to be able to be able to lead others confidently and appropriately 
within this context.  

 



 

On Sundays you’ll find us in various places across the local area. Worshipping at Holy Trinity 
Church in Meole Brace, or meeting in Radbrook Community Centre, or gathering at the Meet 
Place on the Meole Estate. You’ll also find us online, and during COVID in particular we’ve loved 
finding ways in which Facebook Live and ZOOM have helped us work with children, young people, 
families, and people from near and far. As a church we’ve been at the heart of this area for well 
over a thousand years, and are excited to see this continue.  

 

Monday to Saturday you’ll find us equally active as a church, and living out our faith in our 
everyday lives. At work, in schools, in businesses, down the gym, at the supermarket, helping 
neighbours… the list is endless. You’ll find volunteers and staff team getting involved in school 
assemblies, toddler groups, food support, residential homes, youth clubs, and being a listening 
ear and a prayerful presence. We have the huge privilege of coming alongside people in good 
times and tough times at weddings, baptisms and funerals. We have a big heart for church and 
community life locally as well as further afield across this part of Shropshire, and are also 
pleased to be active supporters of people and projects working further afield.  
 
We also run the Trinity Centre, the community resource at the heart of Meole Brace which offers 
inspirational meetings, beautiful surroundings and exceptional value. There’s also Café Connect 
in Radbrook Green, which seeks to offer great food, good value and a warm welcome to many 
people from across the local community.  
 

There has been a church in Meole Brace for well over a thousand years, and the current Holy 
Trinity Church is at least the third building on the site. However we strive to be a parish not just 
with a long history but also with an exciting future. Recent years have seen the growing impact of 
Christ the King and of Café Connect in Radbrook Green, fresh expressions of church on the 
Meole Estate, and the amazing gift that the Trinity Centre continues to be to church and 
community.  As of 2020 our Electoral Roll was 377 adults. 
 
We currently have a role in providing ministry support to our neighbouring parish, Holy Trinity, 
Belle Vue, which in particular hosts a flourishing (and OFSTED outstanding) Pre-School. The 
Church has its own PCC, as well as a management committee of the pre-school.  
 
Although life looks a little different at the moment, our church life in non-COVID times evolved 
around three ‘worship centres’ and five different Sunday congregations, each of which has a 
particular ‘flavour’. 
 

9.00am A morning service of Holy Communion with a more traditional feel. (Common 
Worship weekly, robed) c60 adults. Worship led by organ and music group.  

 

10.45am A more contemporary and informal service, with groups for 0s-18s. c120 adults 
and c45 children and young people, led by a worship group. We are working back 
towards our ‘pre-pandemic’ full programme for children and youth three times a 
month, plus monthly all-age service or similar. We are online each week.  

 



6.30pm An informal evening service, with communion twice a month. Services have a 
‘worship, word and ministry’ format. c30-35 adults, some of whom may have 
worshipped elsewhere in the morning, either in the parish or at another church.  

 

10.30am  A morning service in Radbrook which meets in Radbrook Community Centre. The 
service has a contemporary and informal feel. c40 adults with worship led by 
music group. 

 

11.00am  A monthly service which is held in “The Meet Place” on the Meole Estate, as part 
of the regular programme of discipleship events for people on the local housing 
estate. Some attend other services at Holy Trinity. About 15 people, mostly senior 
citizens. Most of the work of the Church in the Meet Place is midweek and in small 
groups.  

There are currently about sixteen on the staff team working at Trinity Churches, though many of 
these work only a day a week or so in more specialist areas.  
 

Name Position Role 

   
MINISTRY LEADERSHIP TEAM 

Phil Cansdale Vicar Leads staff team. Also Area Dean of Shrewsbury 

Fi Iddon Associate Vicar Fi works half time in the parish alongside a role as Chaplain at 
University Centre Shrewsbury 

Valerie Pitt Assistant Curate (NSM)  Leads 9am congregation 
 

Charles Ruxton Ordained Local Minister Developing prayer and spirituality, leading and preaching etc 

Keith and Amal Moore Pioneer Community 
Minister 

Leads outreach and discipleship on Meole Estate, as well as projects 
across parish and beyond.   

Cerys Hughes  Children and Families’ 
Minister 

Develops work in local schools, community and “Trinity Kids” groups 
for 0s-11s ((from 1/9/2021)  

Craig Silcock Youth Minister Develops work with young people (11s-18s) in church, schools and 
community.  Also responsible for ministry with young adults 

Vacant Operations Manager Responsible for the smooth operational running of the Church Office in 
its support of many different areas of ministry and mission 

   

CHURCH OFFICE AND TRINITY CENTRE TEAM 

Helen Hinton Evens Manager Manages Trinity Centre  

Shannon Commins Communications 
Assistant 

Responsibility for publicity, social media, Sunday service preparation, 
website etc etc 

Jenny Jones Finance Officer Responsibility for day-by-day financial life 

Carol Booles Pre-school Worker Leads two weekly toddler groups etc 

Team  Welcome Assistants Team who serve in many of the practical roles and welcome for users 
of the Trinity Centre 

Mike Hinton Maintenance Supervisor Takes the lead in routine maintenance as well as cleaning church and 
Trinity Centre 

Tim Creyke Gardener Helps to maintain grounds and work with team to keep garden areas 
beautiful 

Dave Aberley Café Connect Manager Manages church-run coffee shop in Radbrook team 

Shirley Stevens Church Verger Responsible for preparing church for Sunday and midweek services 

  

Of course our real strength lies in the hundreds of people who get involved in many different areas 
of ministry and mission. There are some areas of ministry which need very significant teams, 
including about volunteers in the café, in youth and children’s work, and in Sunday services.  
 
 
 



Over the last few years we’ve seen some big themes emerging in our life together.  

Every church in the country has seen some significant 
changes over the last fifteen months, and none of us can be 
entirely certain what the future holds. We are blessed with 
some fantastic AV equipment which made streaming 
services fairly straightforward.  Our daily ‘Six O’Clock Live’ 
Prayer on facebook has grown into a community of people 
regularly meeting together online.  There have been 
supportive pastoral networks, and a weekly food delivery 
service for those who need it. Children and Youth work has 
been both in person and online. Inevitably we’ve not got 
everything right, but we are committed to continuing to learn 
from what this has taught us about worship, mission and 
being a church. 
 
The Church Office closed for some of the periods of 
lockdown, with many of the staff working there being on full 
or flexi-furlough. The Trinity Centre and Café Connect have 
obviously been impacted commercially, and we hope that 
these next months might see a gradual rise in clients and 
move towards a sounder financial footing. 
 

This phrase, “God’s amazing family”, talks about a family of all ages and all 
backgrounds, who wouldn’t belong together in any other setting but can come 
together in Christ. This informs our relationships across the parish, with different 
congregations and ways of “being church”, but being one in Christ. This also 
reminds us that behind the busyness and business of church life lies God’s 
people rather than a set of programmes and projects. Finally it’s a call to look 
out for one another in God’s family, and particularly God’s heart – which we 
seek to share – for the last, the least and the lost. 

We’ve been journeying with the theme of whole-life discipleship, and Jesus’ 
discipleship calling be to “everyone, everywhere, everyday, and in everything.” 
The LICC “Frontline” material has been particularly timely both in small groups 
and on Sundays, and given us opportunities to explore together what it might 
mean for us to live missionally as whole-life and whole-hearted disciples. Most 
recently we’ve spent time engaging with this this in our worship life, and how our 
gathered worship can equip our mission, and how our mission flows back into 
our gathered worship. Lockdown – and life online – has also reminded us of this 
whole-life discipleship, and the reality of being a church who are scattered across 
Shrewsbury and beyond but united in Christ. 

https://www.google.co.uk/url?sa=i&rct=j&q=&esrc=s&source=images&cd=&cad=rja&uact=8&ved=0ahUKEwiVjNLi_-rWAhVIKVAKHfaVDnMQjRwIBw&url=http://www.trinitychurches.org/sermon/gods-amazing-family-happy-families-ctk/&psig=AOvVaw2uJeNQth0gW3kXu7uje64W&ust=1507894731099633
https://www.google.co.uk/url?sa=i&rct=j&q=&esrc=s&source=images&cd=&cad=rja&uact=8&ved=0ahUKEwip-u7R_-rWAhWFLVAKHcSVBrEQjRwIBw&url=http://sundayfirst.com/2015/index.php?option%3Dcom_content%26view%3Darticle%26id%3D80%26Itemid%3D257&psig=AOvVaw36abj5lQzwzOZmDmLmwxLD&ust=1507894684874493


 

As with all churches and charities, good stewardship and financial planning is 
key to our sustainability and growth in the long term. 2020 was obviously a 
challenging year with several of our sources of income being hit by the COVID 
measures. The PCC preventing laying off any of the staff by using the 
government’s job retention scheme and members switching their giving to 
electronic options kept the income coming in. Administrative spend was up as 
we needed to upgrade software and servers in the office to facilitate home-
working. We did have to dip into our reserves by £20,000 but were so greatly 
blessed in so many ways through such difficult times.  
 
Looking ahead to 2021 we expect to be in a deficit position again, and alongside 
encouraging generosity in giving and prudent expenditure we are encouraged by 
having relatively healthy reserves for the time being. You can find the 2020 
accounts on our website at www.trinitychurches.org/apcm 
 

 
Just as eating meals – and hospitality – seems to be at the heart of Jesus’ ministry, 
we reckon hospitality is a crucial part of our ministry and mission as a church.  The 
Trinity Centre – now fourteen years old – sees (outside lockdown!) about one 
thousand people each week attending a huge variety of events from toddler groups 
to professional training days, lunch clubs to exercise classes, wedding receptions 
to art classes.  It has made a significant contribution to the life of our community 
and our church, and is a core part of our vision.  
 
Meanwhile Café Connect in Radbrook Green seeks to offer great food, good value, and a listening 
ear at the heart of Radbrook Green. Open Monday – Saturday, and situated in a local shopping 
centre, we employ two part-time managers and a large team of volunteers from within parish, 
other local churches, and people in the community.   
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