
 
 

Role Description 
 

Role Title: Chief Operating Officer  

Office Location: The Lighthouse (Woking) 

Days and Hours of Work: 37.5 hours pw 

Reporting to: Senior Pastors 

 

Role Overview 
The Chief Operating Officer (COO) has overall responsibility for the operational and organisational 
aspects associated with being a church, enabling our Pastors and Ministry Heads to pursue their 
primary calling to ‘prayer and the ministry of the word.’ (Acts 6:4). 
 
The key responsibilities are described in the next section. 
 
The COO is a part of the executive Leadership Team of the Church alongside our Town Pastors and 
Head of Strategy.  This team, which is led by the Senior Pastors, supports Elders, Trustees and the 
Church Family with: 
 

• Translating the vision set by our Elders into executable plans (objectives, strategies, actions, 

budgets) and agreeing these plans with Elders and Trustees. 

• Overseeing operational management of church family activities on behalf of the Trustees. 

Role Responsibilities 
The responsibilities of the role cover five principal areas: 
 

• Oversee the development and implementation of the operational plans and budgets to 
support our mission and vision as a Church. 

• Support our Emmaus Rd Community Church (ERCC) Trustees in fulfilling their responsibilities 
in line with the requirements of the Charity Commission. 

• Support the Trustees of our subsidiary charity, Emmaus Transformation Trust (ETT), in 
fulfilling their responsibilities to ensure our Lighthouse social transformation activities are in 
line with the requirements of the Charity Commission. 

• Support ERCC and ETT Staff with organisational and operational matters. 

• Provide particular, ongoing operational support to our Senior Pastors. 
 
The specific responsibilities for each area are detailed below: 
 
Oversee the development and implementation of the operational plans and budgets to support 
our mission and vision as a Church 
 
The responsibilities of the COO are to oversee: 
  

• The development of the plans and budgets to support the ongoing operational support of the 

Church Family and present those plans and budgets to the ERCC Trustees for approval. 



• As a subset of the foregoing, the development of the operational plans and budgets which 

support the Lighthouse related activities, and which are presented to the ETT Trustees for 

approval. 

• The implementation and monitoring of the ERCC and ETT operational plans and budgets, 

identifying any variances from plans/budgets and agreeing actions to address. 

 
Support our Emmaus Rd Community Church (ERCC) Trustees in fulfilling their responsibilities in 
line with the requirements of the Charity Commission 
 
The ERCC Trustees in accordance with the requirements of the Charity Commission and the ERCC 
Articles of Association, are responsible for ensuring the proper management and administration 
for the Church Family.   
 
The responsibilities of the COO in support of the Trustees are to: 
 

• Oversee the effective and efficient operational management of Church Family activities, 

ensuring there is sufficient finance, staffing, buildings, etc to support our mission and vision. 

• Ensure compliance with legal requirements with essential policies in place, along with 

appropriate procedures, and procedures are being implemented and followed (e.g. Health 

and Safety, Safeguarding, Financial Controls and Procedures, GDPR, HR related). 

• Ensure risks to our safe and effective operation are identified and managed properly, along 

with maintaining our risk register and bring to the attention of ERCC Trustees any issues or 

potential issues which may impact on the viability and/or reputation of ERCC. 

• Provide ERCC Trustees with budget information for their approval, along with regular updates 

on the financial standing of ERCC for their review/approval, in conjunction with the Treasurer. 

• Oversee the annual independent audit of ERCC and report findings to the Trustees, along with 

ensuring the timely completion of the annual statements for both Companies House and 

Charities Commission. 

 
Support the Trustees of our subsidiary charity, Emmaus Transformation Trust (ETT), in fulfilling 
their responsibilities to ensure our Lighthouse social transformation activities are in line with 
the requirements of the Charity Commission. 
 
ETT is a subsidiary of ERCC so the COO responsibilities identified for ERCC apply also to ETT, with 
the difference being that the COO is responsible to the ETT Trustees for the discharge of 
responsibilities. 
 
In addition, the COO is the Leadership Team point of contact for the ETT Trustees. 
 
 
Support ERCC and ETT Staff with organisational and operational matters.   

 
The responsibilities of the COO in respect to supporting staff are: 

 

• Ensuring effective and efficient day-to-day operational support for all staff working for ERCC 

and ETT.  



• Management of staff leading our Finance, HR, Facilities, Office and Operational Support who 

provide support across all our regional and town activities, working for both ERCC and ETT. 

 
Provide particular, ongoing operational support to our Senior Pastors 
 
As a Church Family, we benefit greatly from our Senior Pastors national and international ministry, 
and happily release them to serve the wider Body of Christ in this way. In practice, this means that 
they are away travelling at certain times of the year.  Added to this, they have involvement with 
other ministries (in particular 24-7 Prayer and Waverley Abbey).   
 
To help support our Senior Pastors given the breadth of their activities which can make them 
unavailable at times, the COO will provide them with the following day-to-day support: 
 

• Understanding their priorities and ensuring these are acted on. 

• Keeping them advised on what is going on and taking forward any direction/action from them. 

• Making decisions on their behalf based on an understanding of what they would want to 
happen. 

• Optimising their time for Emmaus related activities and ensuring they are prepped for 
Emmaus related meetings/calls/etc.   

• Chairing leadership meetings when they are not available. 
 
This COO support role to the Senior Pastors is not a deputy Senior Pastor role.  It is a supporting 
role given the breadth of the Senior Pastors activities.  
 

The Individual – skills, experience, attitudes 
 

• Passion for Jesus and a deep personal commitment to the life, health and culture of the church. 

• Prayerful, relational and sacrificial, in line with our core values of ‘Pray, Play and Obey’.   

• Flexible, servant-hearted and kind. 

• A natural team person, able to build, lead and inspire teams as well as work well within teams. 

• High levels of emotional intelligence. 

• A problem-solver. 

• Works well under pressure. 

• A passion for helping people connect and develop. 

• Energised by big vision. 

• Strong communicator, able to engage effectively with groups and people at all levels both 
across the Emmaus Rd family and externally. 

• Confidence to express own opinions around strong personalities. 

• Extensive experience in managing operational aspects of businesses and/or charities. 

 
Occupational Requirement: This post has an occupational requirement for the holder to be a 
Christian, and to be in full sympathy with the aims and ethos of Emmaus Rd’s vison and mission.  
 
Right to Work: You must have the right to work in the UK. Emmaus Rd will not be able to obtain a 
work visa on your behalf. 

 

 


