
 

One Church Hub Coordinator – Job Description 
 

This is an exciting new role supporting three established church-based community 

hubs in Peterborough to work more closely together as the new “One Church Hub”. 

The Coordinator will help support volunteers, strengthen day-to-day operations 

across the three sites, and assist local people to access Crisis Resilience Fund 

support and other community services. 

________________________________________________________________ 

Job Title: ​ ​ One Church Hub Coordinator 

Hours: ​ 16 hours per week (0.4), including occasional  

evenings/weekends.  

Location: ​ Across three community hub sites in Peterborough – ​
St John’s Church, Cathedral Square, ​
Park Road Baptist Church and ​
St Mark’s Church, Lincoln Road 

Responsible to: ​ Head of Operations, St John’s Church 

Accountable to:​ One Church Hub Partnership Group 

Salary: ​ ​ £15 per hour, £12,480 pa (fte £31,200)  

 

Overall Purpose of the Role 

The One Church Hub Coordinator will support and ensure the smooth, safe, and 

effective running of the three hub sites operating across the week in different 

locations, working closely with the Hub Leader at each site.  

The hubs are based within church settings and operate in line with our values of 

welcome and inclusion, being open to everyone and treating all guests, volunteers 

and staff with respect and compassion.  

This new role will combine operational support and oversight, volunteer 

recruitment support and training coordination, safeguarding responsibilities, data 

collection and reporting to Peterborough City Council. The Coordinator will support 

residents across the One Church Hub sites to access the Crisis Resilience Fund by 

assisting with applications, signposting, and liaison with referral partners in line 

with agreed procedures. 

 



 

This is a key role at a time of change for the Community Support Hubs, moving to a 

more joined up way of working and initiating the new Crisis Resilience Fund 

support provided via Peterborough City Council on behalf of the DWP. 

 

Key Responsibilities  

1. Hub Operations & Logistics 

●​ During a period of funding and organisational change, assist with 

implementation of new processes and support the Hub Leads of the three 

hub locations which make up One Church Hub, ensuring smooth day to day 

running. 

●​ Oversee the introduction of the process for applications to the Crisis 

Resilience Fund (CRF) in all three sites. 

●​ In consultation with the Hub Leads, review existing procedures and consider 

where joint working may benefit areas of operation eg stock or food 

supplies, training.  

●​ Liaise with partner organisations using any of the three sites. 

 

2. Volunteer Coordination 

Volunteers are recruited and organised by each hub site but the Hub Coordinator 

may also 

●​ Assist with recruitment and induction for volunteers across all three hub 

sites, as needed. 

●​ Liaise across the three sites to assist with adequate cover for all sessions. 

●​ Provide ongoing training, guidance, and pastoral support to volunteers. 

●​ Support the Digital Hub volunteers and assist with providing digital support. 

 

3. Safeguarding, Health & Safety, and Compliance 

●​ Support consistent safeguarding practice across the three sites in liaison with 

the Hub Leads and relevant Safeguarding Officers. 

●​ Support the Hub Leads to maintain compliance with health and safety 

requirements. 

●​ Ensure One Church Hub in all three sites remain welcoming, safe, and 

inclusive for all users. 



 

This role is subject to an enhanced DBS check. The post holder will be expected to 

undertake safeguarding training appropriate to the role. 

 

4. Monitoring, Evaluation & Funding Support 

●​ Collect and maintain accurate data on Hub usage, activities, and outcomes. 

●​ Ensure all data collection and storage follows GDPR guidance and 

organisational data-protection policies. 

●​ Provide timely reports and statistics required by Peterborough City Council 

and each Church Steering Groups/Governance. 

●​ Support funding applications by supplying evidence, case studies, and 

operational insights. 

 

5. Partnership & Community Engagement 

●​ Support positive relationships with local organisations, service providers, and 

community groups. 

●​ Represent One Church Hub at meetings, forums, and community events. 

●​ Encourage community involvement and feedback to shape hub services.  

●​ Promote hub activities through local networks, social media, and community 

partners (if required). 

The One Church Hub partnership is committed to creating welcoming, 

compassionate and practical support for local people facing hardship. This role 

offers an opportunity to help shape an important new partnership approach across 

the city while working alongside dedicated volunteers, churches and community 

organisations to make a difference to the lives of people across the city. 

 

Person Specification 

Essential Skills & Experience 

●​ Able to work within and uphold the Christian values of the partner churches, 

including welcome, inclusion, compassion and respect for all. 

●​ Committed to safeguarding and willing to abide by the Safeguarding Policies 

and Procedures of the Church of England and the Baptist Church. 

 



 

●​ Strong organisational and multitasking skills, with the ability to manage 

competing priorities across multiple sites. 

●​ Experience of community, volunteer or support-based work, whether paid or 

voluntary. 

●​ Experience working with and supporting volunteers. 

●​ Knowledge of health and safety requirements in community settings. 

●​ Confident in collecting, managing, and reporting data with knowledge of 

GDPR regulations. 

●​ Proven ability to work to deadlines. 

●​ Strong interpersonal and communication skills with the ability to build 

rapport with diverse communities. 

●​ Ability to remain calm, flexible, and solution-focused in a busy environment. 

●​ Ability to maintain appropriate professional boundaries and respond 

appropriately in challenging situations. 

●​ Competent IT skills, including email, spreadsheets, and basic digital 

administration. 

 

Desirable Skills & Experience 

●​ Experience supporting digital inclusion or digital skills projects. 

●​ Experience coordinating community projects, centres, or similar services. 

●​ Knowledge of the voluntary and community sector in Peterborough. 

●​ Experience contributing to funding bids or reporting to funders. 

●​ First Aid training (or willingness to undertake training). 

 

Personal Qualities 

●​ Warm, approachable, and community minded. 

●​ Reliable, proactive, and able to work independently. 

●​ Committed to equality, diversity, and inclusion. 

●​ Comfortable with complexity and adaptable to changing needs and context. 

●​ A team player who can motivate and inspire volunteers. 

 


