
  

Trust Administrator / Operations Director Job 
Description 

  
 

Role   Trust Administrator and/or Operations Director 
Salary 
Working hours   

Pro-rata £25,000 to £45,000, dependent on experience  
An average of 1-2 days per week with the option to expand the role in line with the 
growth of the charity. 

Responsible to  The Trustees 
Responsible for  
  
 

As a minimum to ensure the smooth running of the charity in terms of property 
management, charity compliance, bookkeeping, and communicating with donors.  
The right individual could immediately assume or grow the role into that of an 
Operations Director. 

 
The Trust 

The Littlegate Trust is an evangelical Christian charity that was established in 2014 with the primary objective 
of providing premises for churches and other Christian charities that are aligned with Littlegate’s own 
statement of faith. Geographically, its focus is Oxford and the surrounding areas, although the hope is to 
expand the work to support evangelical ministry further afield. 

The Trust is driven by the desire to see God’s kingdom on earth (as revealed by and in Jesus Christ), the exclusive 
authority of the Bible, and exists to provide the opportunity (principally through the provision of property) for 
those who share that desire, to put their faith into practice and witness to the community in both word and 
deed.   
 
The Role  

The Trust Administrator’s role is to support the Trustees by ensuring the smooth running of the Trust’s 
administrative affairs (property management, charity compliance, bookkeeping, and communicating with 
donors) in a manner that upholds and reinforces our shared Christian beliefs. The right individual could grow 
the work of the charity and their role into that of Operations Director, working with the Trustees to actively 
promote financial efficiency and generosity in regards to an expanding ministry property portfolio. 
 
Employment   

This is a permanent part time role with flexible working hours adding up to between 60 and 120 working 
days per year, with potential to expand.  It is envisaged that the regular Administrator aspects of the role 
will require something less than one day per week, leaving capacity for excess days to be used on a flexible 
basis at times of greater Trust activity (e.g. property purchase/refinancing, maintenance or the securing or 
replacement of tenants, etc).  Full details of the terms, benefits and conditions of the role will be provided in 
the contract of employment, a copy of which is available on request.   
  



Areas of Responsibility  

In all areas working in gospel partnership with colleagues (Phi 1:27), being a Christian witness in the 
workplace (Col 3:22-24) and being honest and trustworthy in handling finances (2 Corinthians 8:19-22) 
 

1. Communications with donors, users and service providers: 
- Correspond with supporters/donors, tenants, Trustees and church leaders 
- Draft and review of communications to reflect our Christian ethos and Biblical values 
- Identify and help forge partnerships that can further the cause of the gospel 
- Deal with enquiries about our Christian motivation and beliefs, identifying opportunities to 

share the Gospel through personal witness (1 Peter 3:15). 
- Prayer for our ongoing work (Ephesians 6:18) 
- Identifying areas where their beliefs and/or practice may not align with our beliefs  

 
2. Managing the Trust’s properties:  

- Managing the acquisition/disposition process with vendors, legal advisers, lenders and other 
related parties 

- Managing the refinancing of properties when existing debt obligations expire 
- Responsible for ensuring regulatory compliance, insurance etc 
- Buildings inspections 
- Finding tenants, undertaking associated checks and paperwork 
- Liaising with tenants, organising repairs and maintenance 

 
3. Finance:  

- Day to day management of budgets and accounts, including bill payments and reconciling 
accounts on Xero.   

- Corresponding with the Trust’s accountant and auditors; providing information and 
paperwork for audits 

- Claiming gift aid 
 
4. Publicity, website & social media creation and maintenance:  

- Creating, printing and distribution of Trust literature 
- Updating website and social media   

 
5. Companies House & Charity Commission:  

- Regulatory compliance, including advising trustees of any actions required to ensure 
compliance 

- Collating and/or drafting, maintaining and ensuring adherence to appropriate policies and 
procedures for all areas with which the Trust should be compliant as an employer and as a 
charity 

 
6. Administrative support:  

- Taking an active role to positively contribute to the spiritual life of Littlegate Trust, helping 
to strengthen and maintain our Christian ethos 

- Ongoing communication with donors 
- Agendas and minutes for Trustee meetings 
- Participation in our meetings and prayer time 
- General correspondence, record keeping, etc 



 

Role Requirements  

● The Trust Administrator must be a bible believing Christian (see Occupational Requirement) who 
shares and is willing and able to reflect and represent Littlegate’s statement of faith.  

● Good, confident telephone manner  
● Excellent written and spoken English  
● Excellent administrative and organisational abilities 
● A natural leader who will take initiative and assume responsibilities but who is also a strong team 

player who works through and with others, in particular the Trustees, to make things happen  
● First hand experience in the residential or commercial property field would be a distinct advantage 

 
Key Behaviours   

● Self-motivated and able to work unsupervised 
● Honest and trustworthy in every aspect of the role including finance (2 Corinthians 8:19-22) 
● Hard working with an eye for detail and willingness to take on a variety of tasks  
● Servant-hearted attitude  (Matthew 20:26-28)                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                          
● Patience and courtesy with trustees, tenants and the general public (Ephesians 4:2)  
● Heart to work in gospel partnership with colleagues (Phi 1:27) 
● Contribute to a working environment of mutual Christian encouragement and growth (Matthew 

18:15-17; Psalm 133)  
● Be a Christian witness in the community in the course of your duties (Matthew 5:13-16) 
● Reflect the teachings of the Lord Jesus Christ in the way you conduct yourself in your duties (Rom 

12:11, John 14:15; Hebrews 12:14), for example: 
- Seek what is pure and of good repute (Phi 4:8) 
- Encourage wholesome and edifying conversation. Eph 4:29) 
- Love the truth. (2 Thess 2:9-10) 

 
Personal Attributes   

• Be a committed Christian, demonstrated in part by the following: 
● upholding the Bible’s ethical and wider teaching on finance, behaviour and relationships including 

the biblical references included in this role description and in our Statement of Faith 
● being an active member of a  church, whose teaching and practice is in agreement with our 

Statement of Faith (Hebrews 10:25)  
● agreeing with our Statement of Faith and any other doctrinal position arising from it  

 

Occupational Requirement  

●   The Trust Administrator will often be the first and/or primary point of contact for donors, 
beneficiaries and general enquiries regarding the mission and ministry of the Trust.  They will also 
have primary responsibility for drafting and maintaining the Trust’s publicity, literature and website.  
As such they will be required to communicate with confidence about the Christian beliefs on which 
the Trust’s mission and ministry are founded and to reflect these beliefs in their approach to the role 
and their engagement with all parties with whom the Trust has dealings.  



Application Process    

● Interested candidates or anyone requiring more information should contact or send a cv and 
covering letter to Trustees Greg Brisk (greg.brisk@btopenworld.com) or Liz Mortimer 
(admin@littlegatetrust.org) or call Greg on 07803 019706 for more information. 

● We will close applications at the end of July with a view to making an appointment as soon 
thereafter as possible (subject to identifying a suitable candidate).  The wider group of Trustees will 
review applicants and call for interview / request references from those who best fit the profile 
before making a final decision. 

● Candidates unable to start in immediately may still be considered if they bring the appropriate mix of 
skills and experience. 


