
 
 

Introduction 

STBBC is a vibrant community church located in south east Essex, with over 300 people actively 

involved in church life.  We are committed to worshipping God; Father, Son and Spirit in all that we 

are and do.  As a community we are committed to our values of adventure, generosity, reflection, 

and sanctuary – these values represent what is important to us, and help us make decisions 

together as we grow. 
     

This role is important to the smooth running of the church premises and in helping us grow to be 

the community God is calling us to be.  We are seeking a Site Team Assistant with the attitude and 

skillset to work alongside the existing staff team for the effective running of the mission and 

ministry of STBBC. 
 

This role is for an average of 18 hours a week.  There is the possibility of more hours at particularly 

busy times or to help cover for other staff holidays.   
 

Job Title: Caretaker / Site Team Assistant 

Line Manager: Site Managers 
 

Main purpose of the role 

To support the work of STBBC by pro-actively ensuring the premises are well kept and  

maintained, room hirers are catered for, and that practical support is provided for the ongoing 

ministry of the church.  

Key objectives and tasks 

- Welcoming users of the premises  

- Setting up rooms in preparation for bookings. 

- Ensuring that the church kitchens are clean and well maintained. 

- Moving chairs and setting up rooms (particularly the Sanctuary) for church events. 

- Providing support for party bookings. 

- Carrying out various tasks in the Church Grounds, including gardening. 

- Helping manage the security of the buildings, including alarm systems and opening / closing up 

 of the buildings and car park.  

- Having consistent regard for Health & Safety for all users of the premises, including being a 

 recognised first aider. 

- There is scope for the role to include various other responsibilities, such as IT, PAT Testing etc. 

 depending on the experience and skills of the post holder. 

 



 

General staff duties 

- Attendance at Sunday worship 

- Attendance at staff meetings, planning days and training where possible 

- Welcoming guests and dealing with enquiries as required 
 

Working Hours 

- The role is for an average of 18 hours a week, with the possibility of this being increased to 20 

hours in the near future.   

- We require these hours to be worked as follows:      

 Monday: 4.30pm-9.30pm          

 Wednesday: 4.30pm-9.30pm         

 Friday: 3-6pm            

 Alternate Saturdays: 9am-5pm         

 + 1 hour a week to be worked at another time to be negotiated. 

We recognise that this is an unusual combination of working hours, and we would be willing to talk with 

candidates who can help us with most of the times given.  For example, the hours allocated for the Friday 

could be moved, and it might be possible to for the Saturday work to be every third week instead of every 

other week. 

 

Along with all STBBC staff we also anticipate attendance at our annual Church Weekend and 

possibly at training courses and events outside of regular hours (advance notice will be given). 

 

There is 5.6 weeks annual leave, including Bank Holidays 
 

Remuneration 

This role is being offered with a pro-rata salary of £17,500.  
 

Applications 

Please send a covering letter and CV to ann.root@stbbc.org.uk 
 

Closing date: 4th September 2018 

Shortlisting: 6th September 2018 

Interviews: TBC 
 

The role as outlined above will take effect as soon as possible and will have a 3-month 

probationary period. 


