Operations Director
General Assembly of Unitarian and Free Christian Churches
	Salary
	£55,000 per annum (full time)

	Hours
	Full time, 35 hours per week. Part-time applications (min. 4 days a week) considered.

	Location
	Central London (Essex Hall, WC2) and home-based hybrid. Minimum 2 days per week in the office.

	Reports to
	Chief Officer

	Direct reports
	Data and Systems Officer; Community Coordinator

	Contract
	Permanent



About the organisation
The General Assembly of Unitarian and Free Christian Churches (GA) is the central charity that supports its member congregations, ministers and societies in England, Scotland and Wales. Its purpose is to promote free and inquiring religion, through inclusive, free-thinking communities that draw on wisdom from all sources, without doctrine or dogma. Our congregations are autonomous and locally led; the GA is not a hierarchical leadership body, but one that supports and leads alongside our members.
As Britain’s religious culture and context has changed, so have Unitarian communities, and the GA is in a process of adapting to best meet these changing needs.
Role purpose
This is a new role, being the operational engine to strengthen the organisation at a time of change. Shifts in the wider Unitarian movement with patterns of innovation, rebuilding, and growth alongside congregational vulnerabilities and closures mean that the GA’s operational function must adapt.
This role would suit someone who is excited to manage governance, systems, and data as strategic enablers in a values-driven organisation, who can drive change while delivering operational excellence.
This is a role with real scope to shape how an organisation that is approaching its centenary works in the years ahead - including how good data, digital systems, and emerging tools can support a small team to make best use of its resources and build capacity for relational work. 
The Operations Director will work closely with the Chief Officer, and will be a collaborative and proactive enabler to lead a transition to a future-fit organisation that can better serve its members and have a greater impact. 
1. Strategy and organisational development
• Work as a genuine thought partner to the Chief Officer, contributing to strategic decisions, horizon-scanning, and organisational development
• Translate strategic priorities into operational plans and implement them
• Design and document core processes to build institutional resilience and good knowledge management
• Identify and lead continuous improvement across all operational functions
2. Governance, legal and compliance
• Serve as the organisation's Company Secretary, ensuring compliance with Charity Commission and Companies House requirements for the GA and its successor CIO
• Lead the legal and administrative elements of charity governance, including completion of the charity’s current transition to CIO 
• Maintain the governance calendar, supporting effective trustee meetings, and other key events
• Support trustee induction, ongoing governance development, and declarations of interest
• Own the organisation's risk register and lead on risk management, reporting to the Chief Officer and trustees
• Maintain the contracts register and liaise with solicitors as needed
• Ensure data protection compliance, acting as the lead on GDPR and liaison with the ICO
• Oversee the constitutional and procedural governance of the Annual Meeting
3. Financial management and oversight
• Serve as the principal internal interface with the third party financial services / bookkeeping firm, reviewing monthly management accounts and ensuring the Chief Officer and trustees have timely, accurate financial information
• Work collaboratively with the Honorary Treasurer to ensure strong financial oversight and long-term planning
• Lead the annual budgeting process, coordinating input from budget holders and producing a coherent budget for trustee approval
• Monitor budget-to-actual performance throughout the year, flagging variances and reforecasting as needed
• Oversee fund accounting — ensuring restricted, unrestricted, and endowment funds are correctly managed and reported
• Oversee gift aid administration and payroll liaison with the outsourced provider
• Maintain banking relationships, payment authorisation processes, and financial controls
• Support the Honorary Treasurer and liaise with auditors
• Lead the financial elements of the CIO transition
4. Systems, data and digital infrastructure
• Take overall accountability for the GA's information infrastructure, and support the Data and Systems Officer in delivering against agreed strategy
• Ensure that the organisation holds, manages, and reports on key information 
• Oversee the completion of the CRM migration, ensuring it is delivered to meet current needs of the organisation
• Ensure the GA has appropriate IT infrastructure, digital security, and document management systems
• Champion a culture of good data practice across the organisation
• Develop and implement an appropriate policy on staff use of AI, and identify opportunities to improve operations through AI tools
5. People and HR
• Line manage the Data and Systems Officer and Community Coordinator, providing clear direction, regular supervision, and a culture of professional excellence
• Lead on HR administration in liaison with the external HR advisor — contracts, onboarding, absence management, policy maintenance
• Manage relationships with outsourced and freelance service providers — financial services / bookkeeping firm, IT support, other system providers
• Support the Chief Officer in developing the staff team and organisational culture
6. Relationships with Unitarian bodies
· Support collaborative relationships with the Essex Hall Trust, particularly around GA office use, and the British & Foreign Unitarian Association, and provide oversight of the outsourced Company Secretarial function of these bodies
7. Events, publications and communications operations
• Take operational accountability for the Annual Meeting and other key organisational events, 
• Support the Communications Team to ensure the operational infrastructure for communications is in place, including websites and mailing platforms
Person specification
Knowledge and experience — essential
• Senior operations leadership experience in a purpose-led or membership organisation, with a track record of building capacity through periods of organisational change.
• Experience leading complex organisational change and systems transformation, including the people dimensions of change.
• Experience managing contracted delivery of services by third parties 
• Financial literacy sufficient to own management accounts, lead a budgeting process, and act as a critical friend to trustees on financial governance
• Experience of leading the implementation or significant improvement of CRM, financial management, or other organisational systems — including managing migration risk
• Experience of people management, and good HR / employment practice
• Substantial experience of charity governance and compliance
• Solid working knowledge of UK charity law and Charity Commission requirements, including the ability to advise senior colleagues and trustees with confidence
Knowledge and experience — desirable
• Experience of property or building management, including leases, tenancy relationships, and facilities oversight
• Experience of a CIO conversion or similar legal restructuring of a charity
• Familiarity with Salesforce or similar CRM platforms
• Experience of working in a faith, membership, or congregational context
• Company secretarial experience
Competencies
• Thinks strategically with creativity grounded in realism; holds the big picture while managing detail
• A proactive communicator who flags problems early and brings solutions
• Works effectively as a trusted deputy — finds fulfilment in enabling others to lead well
• High emotional intelligence; able to build trust with diverse stakeholders, lead through influence, and achieve goals collaboratively
• Thrives in creating clear, simple, resilient systems and processes
• Comfortable with being hands-on; appreciation of the full range of a role in a small organisation
• Confident, credible, and pragmatic 
• Stays steady and constructive under pressure; sustains momentum and brings others with them through periods of change
• Genuine interest in and respect for the work and values of the Unitarian movement

If you have any questions about the role, please email Catherine Raboteur, VA to the Chief Officer Liz Slade, at COsupport@unitarian.org.uk 
