
Mission Team Project Administrator

Context:
The Church Engagement and Network Department is responsible for managing and
developing CAP’s network of centres and the staff that run those centres. Mission and
evangelism are at the heart of CAPs vision for seeing thriving churches, transformed lives
and an end to UK poverty and we seek to serve and to equip individuals and churches
through our network and our partnerships. We are committed to empowering the local
church in social action, mission and evangelism, not just in running a CAP service well but
in widening the church’s impact in the community.
Regional Leaders, Area Managers and frontline workers are the key contact point between
CAP and the local church and we seek to be responsive and flexible to their needs whilst
holding to high standards in all we do and offer to our partners.
This is a Bradford based, Head Office role with significant interactions with dispersed teams
across the UK, including Line Management.

Purpose:
The Mission Team Project Administrator will play a key role in helping to progress the
priorities, projects and initiatives of the Mission, Evangelism and Discipleship strategy at
CAP. The role seeks to enable the Head of Mission and Mission and Evangelism
Engagement Lead to use their time most effectively by handling and coordinating
administrative support, undertaking a variety of tasks on a regular and ad hoc basis. This
role will help these projects progress by providing copywriting, administrative and research
support wherever it is most needed.
Sitting within Church Network and Engagement Directorate, reporting to the Head of
Mission, this role will include communication responsibilities, note taking and diary
management, participating in meetings to progress key projects and coordinating details of
events, travel and conferences, within CAP and with external partners.

Passion:
Every role within Church Network offers opportunities to ambitious individuals with a
passion for social justice and equipping the local church. We are extremely passionate
about developing and inspiring the local church to offer life transforming CAP services to
local communities across the UK, and giving our clients the opportunity to hear and
respond to the love of Jesus.

Personality:
We need someone with an eye for detail, a willingness to ask big questions and with a ‘can
do’ and ‘get stuff done’ mentality! You will have a love for the local church and join a



remote, focused and emerging team who are working together to keep mission and
evangelism central to all CAP does.

Role

Accountabilities:

● Travel bookings, diary and email management, particularly for Mustard Seed
Mission Fund account and to support and coordinate Coaching appointments for
Mission and Evangelism Engagement Lead.

● Supporting Team projects as and when required, coordinating, completing or liaising
with other teams.

● Attendance at Evangelism & Discipleship Board meeting, including minutes and
preparation of agendas and documentation.

● Researching and maintaining connections with wider church evangelistic
organisations in order to keep Church Network informed.

● Project coordination for the Mustard Seed Mission Fund, in consultation with the
Head of Mission, including producing written information, communication using
appropriate channels and coordination of learning communities and feedback
processes with People Transformation Team.

● Attend and take notes of meetings related to initiatives in the Mission, Evangelism &
Discipleship strategy and oversee and coordinate emerging action plans, proposals
and project plans.

● Coordinate with Network Management Team to ensure resourcing and
communication with frontline and church based teams is coordinated.

● Coordinate with People Events and Experiences to ensure Mission and Evangelism
presence and involvement is well planned and executed at events and conferences.

● Creating content for emails, slides, scripts, presentations.
● Contribute and assist with making CAP a great place to work.
● Any other tasks, jobs or projects required by the team manager.

Measurable Outputs:

● Regular emails are sent on time, with relevant content.
● Regular completion of ongoing elements of Mission, Evangelism & Discipleship

strategy initiatives.
● Delivery of key tasks related to the administration of Mustard Seed Mission Fund.
● Projects/tasks set by the team manager completed on time and to the expected

standard.



● Agendas and minutes are sent out to board or group members within 2 days of the
event.

Culture:

● Clearly live out and embrace the cultural values of CAP.
● Clearly demonstrate a heart and passion for the charity.
● Sincere acceptance, understanding and practice of the Christian ethos and purpose

of the charity.

Other responsibilities include:

● Being willing to pray with staff and fully engaged with our Christ-centred  culture.
● Encouraging friends, family and other contacts to support the charity through the

Life Changer program, and other fundraising initiatives.
● Attendance at annual CAP staff conferences.
● Completing all compulsory CAP training within given timescales.
● This role falls within the scope of the FCA’s conduct rules, and you will be provided

with training as to how these apply to the role.  It is your responsibility to ensure
that you follow these conduct rules.

The above job profile is a guide to the work you may be required to undertake but does not
form part of your contract of employment. It may change from time to time to reflect
changing circumstances.

Person

Education:

● A Level qualifications plus Maths and English GCSE or vocational equivalent
● Confident computer user including Google applications, Word, Excel and the internet

Experience:

Essential

● Experience of having to work using your own initiative
● Experience of working as part of a team
● Experience of working with computers



Desirable

● Experience of telephone work

Skills/Abilities:

● Personable and friendly.
● Highly adaptable.
● A confident, quick learner with a capacity for large workloads.
● Driven to achieve every day
● Good organisational and administrative skills
● Good numeracy skills
● Good verbal and written communication skills
● Ability to prioritise time, tasks and attention effectively
● Ability to research
● Ability to follow verbal and written instructions
● Ability to work independently on set tasks
● Ability to work well as part of a team and contribute to team goals
● Ability to work accurately and pay attention to detail

Christian commitment:

● The candidate must be able to give both verbal assent to and practical
demonstration of Christians Against Poverty’s Statement of Faith and Core Values.

● Must be able to actively participate in prayer and worship, whether individual, small
group or corporately, as an expression of their own personal faith and in line with
CAP’s Statement of Faith.

All adults working in or on behalf of CAP have a responsibility to safeguard and promote
the welfare of children and adults. This includes:

● A responsibility to ensure a safe environment in which CAP services can be
delivered.

● Identifying children and adults where there may be safeguarding concerns.
● Following the CAP Safeguarding policy in addressing any concerns appropriately.

CAP celebrates the value of diversity and our aim is for our workforce to be as inclusive as
possible as well as representing the communities we serve. With this in mind, 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 committed to
continue building an environment that embraces diversity and includes all.
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