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FROM THE CEO 
I am delighted that you are interested in the role of Talent and Acquisition 
Coordinator with Church Army.  I really hope that as you read through this job 
pack you get a clearer sense of who we are. 

 
In all our work Church Army seeks to support and empower those most in need in 
the UK And Ireland. We walk alongside and love those who are struggling, 
especially the marginalised.  
 
Church Army makes a real difference in people’s lives and every role offers the 
opportunity contribute to making our vision a reality. The work that you do with 
Church Army really will make a difference, and we are thankful for every one of 
our committed and passionate staff. Our GRACEUP values are at the heart of all 
that we do across Church Army, in our work and in our relationships. They serve 
as cultural cornerstones, compass points and anchors. In joining Church Army, 
you will belong to a community of remarkable people who are proud to do what 
they do. Together we work hard to make sure our team know that they are valued 
for their contributions and moreover valued for who they are. 
 
We are proud to work in some of the toughest communities across the UK and 
Ireland. In Marylebone, London, we run the biggest women’s only hostel and the 
only 24/7 emergency drop-in centre in the UK. Marylebone empowers women to 
end their homelessness and live their lives to the full. In Cardiff, we run the 
Amber Project, which helps young people who battle self-harm, and the Ty 
Bronna Project, which is a hostel for homeless young people. Elsewhere one of 
our Projects befriends, serves and supports vulnerable women involved in the sex 
industry.  
 
It can be challenging work. Church Army is often found where others won’t go 
and doing things that others can’t or won’t. Yet it is joyful and fulfilling work. 
We serve in a broad range of settings, with people from all walks of life, and of all 

faiths and none. I am thrilled and humbled to work for an organisation that does 
this in God’s name and your name. 
 
I hope that you will be inspired and encouraged to 
want to join our amazing team. 
 
Yours 

 

 

 

 

Peter Rouch 
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ROLE OF TALENT AND ACQUISITION COORDINATOR 
 

As Talent and Acquisition Coordinator you'll be joining a small, friendly and 
supportive HR team providing a consultative, end-to-end customer focussed, 
innovative, professional and high-quality recruitment service. You will support 
hiring managers across Church Army with a range of recruitment related activities 
including: vacancy planning and resourcing guidance and support.  
 
The Talent and Acquisition Coordinator will deliver a people focussed, responsive 
and flexible recruitment service that supports the delivery of efficient 
advertising, selection, interview and recruitment processes, whilst ensuring the 
promotion of good practice and compliance within relevant legislation and Church 
Army processes and principles. 
 
The role will cover our National Office in Sheffield, Key Projects and Centres of 
Mission, working closely with recruiting managers across the organisation, making 
sure the Christian ethos and values of Church Army are reflected in our 
recruitment processes. 
 
Based in Sheffield, the Talent and Acquisition Coordinator will be part of the HR 
team, which includes an HR Advisor, and a Payroll and HR Administrator; all of 
whom are part time. The HR Team is led by a HR Manager, with the support of 
the Associate Director of Organisational Development, who oversees the People 
function, which includes HR, Volunteering and Safeguarding. We are also 
recruiting for a HR Advisor and a HR Administrator.  
 
The role suits someone who is experienced in working in a fast-paced environment 
and is able to identify and implement process efficiencies and can use data to 
inform and develop our recruitment practices. 
 
As the role will have a close link with organisational managers, the post holder 
will play a key part in ensuring the vision, values and ethos of Church Army are 
evident within the recruitment process.  
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JOB DESCRIPTION 
 

Job Title: 
 

Talent and Acquisition Coordinator 

Accountable To: 
 

HR Advisor 

Relating to: 

HR team members 
HR Manager 
Hiring Managers 
Associate Director of Organisation Development 

Purpose: 
 

To deliver a people focussed, responsive and flexible 
recruitment service that supports the delivery of 
efficient advertising, selection, interview and 
recruitment processes, whilst ensuring the promotion of 
good practice and compliance with relevant legislation 
and Church Army’s processes and principles, enabling us 
to maintain a positive Christian culture throughout the 
organisation.  

Objectives:  1. Provide a consultative, end-to-end customer 
focussed, innovative, professional, and high-quality 
recruitment service. 
 

2. Use expert recruitment knowledge to 
contribute to the continuous improvement of the 
recruitment function; ensuring that organisational 
recruitment processes are streamlined, efficient, 
transparent and that comprehensive management 
information reporting is available to key decision 
makers. 
 

3. Champion Equality, Diversity and Inclusion 
across the recruitment and selection lifecycle, 
holding managers to high standards for inclusion 
in organisational practices. 
 

4. Actively participate in the community of the Co.Lab 
team* 

 
 

*Co. Lab Team: 

This role sits within our Co.Lab team which refers to the team of people whose 
roles have an operational focus on facilitating the work of CA across the UK and 
Ireland. The team come together at regular times over the year to develop 
connection, collaboration and community to help us better serve the wider Church 
Army community.  
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Responsibilities and Key Tasks 
 

• Ensuring that all recruitment considerations reflect and support the 
Equality and Diversity Policy. 

• Collaborating with the HR Manager and hiring managers to understand and 
plan for current and future recruitment and resourcing requirements for 
the business in line with budgets, escalating any ongoing issues.  

• Working closely with hiring managers to ensure efficient, effective, end-
to-end recruitment. This will include conducting pre-recruitment briefings, 
creating bespoke screening questions and managing and tracking the 
approval of new roles. Additionally, this will include responsibility for 
posting approved roles online. 

• Providing advice to hiring managers and utilising innovative recruitment 
and selection ideas to attract, engage and select staff, harnessing social 
media as appropriate. 

• Developing templates, tools, information, and training sessions to support 
managers with recruitment activities. e.g. inclusion, diversity and equality 
covering areas such as unconscious bias interview questions and tests. 

• Review and advise on job descriptions for each position 

• Fully understand and ensure that right to work requirements are fulfilled. 

• Apply a Christian mindset and attitude to recruitment processes, ensuring 
that the organisation is legally compliant and also reflecting its values in 
its recruitment processes. Aligning our recruitment processes to our 
Church Army values. 

• Ensure learning from the organisation is fed into our recruitment 
practices 

• Work with the safeguarding team to ensure we comply with our safer 
recruitment policies 

• Collaborating with the HR team, ensuring that the onboarding process for 
new starters is efficient, effective and people focussed. 

• Maintain a library of Recruitment Standard Operating Procedures and 
process maps. 

• Ensure recruitment records and related paperwork are shared and 
retained in line with GDPR 

• Sit on interview panels as required 

• Network with recruiters 

• Audit of current application forms, designing new forms and implementing 
changes where appropriate.  

• Manage the implementation of an application process.  

 

Co. Lab - To be an active participant in the life of the Co.Lab Team 
  

• Be an active member of the Co.Lab team, sharing in the life, objectives 
and shared practices of the team   

• Attend and take part in regular Co.Lab gatherings  

• Share in the general responsibilities of all staff with regard to welcoming 
visitors, dealing with post, handling phone calls and enquiries as 
required   
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General  

• Undertake any such duties as are commensurate with the post at the 
direction of the line manager, or their senior. 

• Be an active member of the HR team, participating in team meetings and 
in the overall objectives and life of the team. 

• Attend an annual appraisal and regular one to ones with your line manager. 

• Undertake any training or professional development as required for the role 
as identified in an appraisal or supervision. 

• Adhere to Church Army’s contractual and non-contractual policies at all 
times. These are outlined in the Staff Handbook and on Church Army’s 
intranet document library. 

• Act in the best interest of Church Army at all times 
 

 

TRAINING 
As a responsible employer we value the importance of professional formation and 

expect our employees to commit to ongoing training towards fulfilling their roles. 

We will provide you with the support you need to succeed, including professional 

training where appropriate, regular 1-2-1s with your line manager and all the 

support that comes from being part of a national charity and a loving community. 
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PERSON SPECIFICATION 
The following sets out what we are looking for in the post holder. As you apply 

for the post and submit your application, please make sure you evidence with 

good clear examples how you meet the criteria below. 

 

ESSENTIAL DESIRABLE 

Sound and detailed knowledge with a 
practical understanding of best 
practice in recruitment and 
selection, underpinning legislation 
and EDI considerations. 

Knowledge of Republic of Ireland and 
Northern Ireland recruitment 
legislation 

Proven relationship building, 
influencing and stakeholder 
management skills. 

Experience working in the charity 
sector 

Experience of providing advice and 
support to managers on all 
recruitment and selection matters 

Minute taking 

Experience and understanding of 
how to collect recruitment data and 
then to use that to aid understanding 
of recruitment performance areas 
for improvement. 

An active and genuine Christian 
faith, demonstrated by regular 
involvement in a local church 

Confident and well-developed 
verbal, written and presentation 
skills. Tailoring communications to 
appeal to and engage different 
audiences. 

 

Well-organised and efficient; able to 
manage own workload, and to plan 
projects to ensure that deadlines are 
met under pressure, ensuring 
collaborative working with team 
members. 

 

A flexible, pragmatic and customer-
focused approach; able to deal 
appropriately with sensitive issues, 
and tailor solutions to fit 
circumstances. 
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Proven ability in the use of IT 
packages, including word processing, 
spreadsheets, presentation 
packages, email, maintaining an 
electronic calendar and the ability 
to use or learn to use other packages 
as necessary. 

 

A commitment to working to 
deadlines, ensuring accuracy and 
collaborative working with team 
members. 

 

An understanding of and 
commitment to working in alignment 
with Church Army behaviours and 
values. 
 

 

Other 

The role will cover UK and Ireland, 
so ability and willingness to travel is 
essential 

 

Able to be an ambassador for Church 
Army: in sympathy with the vision & 
values of Church Army and be willing 
to represent the organisation in 
public 
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OUTLINE TERMS AND CONDITIONS 
 

Location 
Wilson Carlile Centre, Sheffield 
Staff are currently operating a 60% office /40% home hybrid 
working arrangement across a month.  

Salary £20,925.60 per annum. (FTE £26,157) 

Hours 
Part-time: 30 hours per week. (Full Time is 37.5 hours) 
Normal working hours spread over Monday to Friday.  

 
Pension 

Employer contributions are 5% of qualifying earnings if 
eligible. 

Annual Leave 
198 hours per year, inclusive of bank holidays.  
(Full Time is 247.5 hours inclusive of bank holidays, 33 days).  

Probation Period Six months 

Contract Type Part Time, Fixed-Term for 12 months 

Notice Period Four weeks (after probation period) 

DBS Requirement 
None. However, all staff are expected to read and comply 
with Church Army’s Safer Ministry policy. The post holder 
may be asked to complete safeguarding training in role.  

Occupational 
Requirement 

None. However, due to the nature of this post we do require 
the successful candidate to be in sympathy with, have 
respect for and behave in a way that reflects, Church Army 
vision, values and ethos. 

 
We also offer our staff:  

• Life Assurance cover at 3 x salary  

• Access to employee perks scheme through Life Works  

• Access to cycle to work scheme  

• Free Employee Assistance Programme available to staff 24/7  

• Free confidential counselling service  
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WHAT MAKES US CHURCH ARMY 
Our Vision 

For everyone everywhere to encounter God’s love and be empowered to transform 

their communities through faith shared in words and action. 

 

Our Values 

Everything we do is underpinned by our GRACEUP values: 

Generous - We believe God is generous and we want to model that generosity to 

others. 

Risk-taking - We have a long heritage as a pioneering movement, taking calculated 

risks and giving our staff permission to try new things. 

Accountable - We are accountable to God and others, and we want to be reliable 

and responsible to high professional standards. 

Collaborative - We are committed to partnering with others who share our values; 

we believe collaboration enhances the potential and outcomes of our work. 

Expectant - We are hopeful, expecting God to do new things through our frontline 

work and the Church Army community. 

Unconditional – We believe God loves everyone and every person is significant in 

His eyes. We serve anyone regardless of their age, gender, race, sexuality, faith, 

ability, status or circumstances.   

Prayerful - We listen to God through prayer, and we want to be obedient to Him. 

We want to be like Jesus in all we do.  

 
In our recruitment process, we look for candidates who model our GRACEUP 

values in their life and work

 

 
 
 
 
 
 
 
 
 

See our We Are Church Army video. 

 

https://vimeo.com/218432721
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Working With Us 
 

We aspire to see our teams reflect the communities they serve, and to have a 
diversity of people and views reflected across our organisation. We are a 
Christian charity working with people of all faiths and none. We ask that our 
team, where being a Christian is not a requirement, to respect and be 
sympathetic to our history, work, vision and values.  
 
We welcome and encourage job applications from people of all backgrounds. We 
particularly welcome applications from candidates from black and ethnic 
minority backgrounds. We are an equal opportunities employer and we do not 
discriminate on the basic of any characteristic, including those protected by the 
Equality Act. 
  
Church Army staff have access to a wide range of benefits, and you can find 
some of these listed on our website below our vacancies. 
 
 

 

https://churcharmy.org/get-involved/job-opportunities/
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APPLICATION PROCESS 
 

If you would like you to find out any more about the role, please contact: 

Denise Ambrose, HR Manager: denise.ambrose@churcharmy.org  

To apply, please submit a Church Army Application Form, which is available to 

download from the job advert on our website.  

 

Application Deadline: 9am on Friday 22nd March 2024 

 

Interview Date: Wednesday 3rd April 2024, Sheffield 

 

We reserve the right to close this vacancy early if we receive applications from 

suitable candidates for the role. Therefore, if you are interested, please submit 

your application as early as possible. 

 

What to expect from our Recruitment Process: 

• Upload your completed application form on our website, or email it to 

recruitment@churcharmy.org 

• One of our team will acknowledge your application 

• Applications are shortlisted against the person specification 

• You will be contacted as to whether you have been invited to interview 

 

Offers of employment are made subject to: 

• Evidence of your eligibility to work in the UK 

• Successful completion of a probationary period 

• Two satisfactory references 

References are usually only requested once an offer has been made. We will ask 

for your permission before seeking any references.  

 

For more information about Church Army please visit: www.churcharmy.org 

mailto:denise.ambrose@churcharmy.org
mailto:recruitment@churcharmy.org
http://www.churcharmy.org/

