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Job Description 
Role: Alpha and Events Lead – Part time
Reporting to: Executive Pastor 
Location: This role is based at St John the Baptist Church, Crawley, West Sussex.
Office hours: 21 hours per week, two days midweek and Sunday - flexibility required to work some evenings when Alpha course is running and occasional Saturdays for the Holy Spirit Day.  
Salary range: £25,000 to £28,000 per annum pro rata for part time (dependant on experience) – Part time
Role context  
The vision for Church Crawley (3 sites) is to support the evangelisation of the nations, the revitalisation of the church and the transformation of society. Here we Love Jesus, Love Church, Love people and Love Crawley. Each member of staff plays a key role in contributing to our vision. Our mission is bigger than any individual task but together our work contributes to the bigger picture. As a Christian organisation our faith is an integral part of our working culture. 
Role purpose: 
The Alpha and Events Lead have a dual focus in their role. The Alpha Course Lead aspect will oversee and coordinate the church’s Alpha courses, providing leadership to the Alpha volunteers team, ensuring the course is well organised and delivered in a way that reflects the hospitality, openness and love at the heart of Alpha; to help people explore the Christian faith, ask questions and encounter Jesus. 
The other aspect of the role in Events, is to assist the Executive Pastor and staff team to plan, organise and deliver a wide range of church events - with the focus being on Sunday services. Ensuring events are welcoming, well-run and aligned with the vision and values of Church Crawley.
The successful candidate will demonstrate sympathy with the aims, values, and practices of the Church of England and will be supportive of the vision and ethos of the parish. 
Key responsibilities
Alpha Course Leadership
· Take overall responsibility for the planning, coordination and delivery of Alpha, to ensure each session is well prepared and runs smoothly.
· Recruit, equip and encourage the Alpha team, including hosts, helpers and prayer team members.
· Keep prayer and evangelism at the heart of Alpha.
· Create a positive team culture where volunteers feel valued, supported and confident in their roles.
· Work with church leadership to establish the vision, aims and rhythm of Alpha within the church.
· Oversee the practical arrangements for the course, including venue, catering, equipment and resources.

Event Planning & Coordination
· Support the planning and coordination of Sunday services and church events across three sites, from initial idea through to completion.
· Develop event plans, timelines, checklists and manage budgets.
· Coordinate with the Facilities Lead & volunteers to ensure that venues, room layouts, catering, equipment, suppliers and other practical requirements are in place.
· Work with Executive Pastor, Ministry Leads and Church leaders to understand the vision, purpose and desired outcomes of each event.
· Ensure events are delivered on time, within budget and to an excellent standard.
· Identify potential issues in advance and put appropriate contingencies in place.
· Lead the practical coordination of Sunday services/activities and various events on the day, ensuring everything runs smoothly or delegate as appropriate.
· Other administration tasks as required.


Volunteer Coordination
· Recruit, organise and brief volunteers to support Church Crawley events and Sunday services.
· Communicate with volunteers for Sundays and other ministries to ensure that expectations are clear, they are well informed and equipped. 
· Coordinate rotas and ensure appropriate cover for key event responsibilities.

 
	Role Scope  

	Key relationships – internal  
	All Ministry Leads, Senior Leadership Team, church staff and volunteers 

	Key relationships – external 
	Crawley Borough Council, event suppliers, HTB Alpha


 
Essential and desirable skills, knowledge and experience required for the job: 
Essential 
· A desire to see people explore Christianity and come to faith.
· Excellent organisational and project management skills.
· A proactive and solutions-focused approach.
· Experience organising events, projects or activities.
· A heart for evangelism in the town of Crawley.  
· A collaborative team player who can also work alone confidently. 
· Ability to manage competing priorities and to work flexibly in a busy and changing environment.
· Commitment to safeguarding and creating safe, welcoming environments.
· A committed Christian 




 Desirable 
· Previous experience leading or coordinating an Alpha course.
· Experience recruiting, training and leading volunteers.
· Experience managing event budgets.
· Previous experience working in a church or Christian organisation
Essential Characteristics 
· Passionate about Jesus 
· Relational   
· Good listener 
· Honest/dependable  
· Flexible   
· Proactive
· Conscientious 
 Working environment 
We have a fast-paced working environment where we strive for excellence in everything we do. Our ethos is to be grateful, gracious and professional and we endeavour to thread this through every part of the organisation and every interaction. It is an exciting and challenging place to work where we don’t take ourselves too seriously, but God and His word we take very seriously!
We aim for a ‘can do’ environment where innovation and creativity is encouraged, alongside serving others. Staff community is warm and engaging with regular patterns of worshipping together! 
 Work expectations  
• The role holder must be available to work at a selection of key events across Church Crawley which could include Christmas services, Easter services and Annual Parish Church Meetings when required and ad hoc Sundays  
• Available to work at Focus (Our annual Church Holiday!)  
• Attend daily morning prayer  
• Self-disciplined and punctual 
 
Additional information for applicants
Job location: St John the Baptist Church, Church Walk, Crawley, RH10 1HH
Annual leave - full year: 25 days’ holiday per annum – pro rata for part time 
DBS / police check: This role requires an enhanced DBS check.
Pension scheme: All staff who meet the criteria are automatically enrolled onto the Church Crawley pension scheme. Church Crawley will contribute 4% of your salary to your pension.
New staff service: 6 months probationary period with a 3-month review
Interviews: To be held TBC 
We encourage applications from those of black, Asian and minority ethnic backgrounds. We also welcome applications for parents retuning to the workplace and can consider some flexibility in working hours. 

Background on Church Crawley 
Our Vision: Is to Love Jesus, Love Church, Love People and Love Crawley. 
 Our values: Church Crawley is a vibrant family of churches in Crawley seeking to play its part in the evangelisation of the nations, the revitalisation of the church and the transformation of society, by loving Jesus, loving church, loving people and loving Crawley. 
At our core we are filled with the Holy Spirit. We are humble, not thinking too highly or too lowly of ourselves, knowing our identity is secure in Jesus. We are hungry, hungry to grow in relationship with Jesus, to serve, hungry for Crawley. We are home, a welcoming place where everyone is seen, heard and loved and a place of both comfort and challenge. 
From humble comes aspiring for excellence, bringing our best as we honour God with our skills and abilities. From hungry comes generous, pouring out all we have, giving our time, energy and resources. And from home we want to be risk takers for the kingdom of God, not taking ourselves too seriously but taking God really seriously.

Who we are: The story begins in the 13th century with St John’s being planted by St Mary’s, Slaugham. The most recent chapter began in the summer of 2017 when a team was sent out from St Peter’s Brighton to plant at St John’s church.
Church Crawley is part of the HTB Network, which has a big vision, to play our part in the evangelisation of the nations, the revitalisation of the church and the transformation of society. For us here in Crawley, that means we love Jesus, love church, love people and love Crawley. Alpha, Sundays, Social Action and Discipleship are core to this vision, but what’s really important to us are the steps we take on the journey. 
Over the last 5 years, the congregation has grown beyond the walls of St John’s and now has 3 sites, partnering with existing congregations at St Peter’s, West Green and St Richard’s, Three Bridges. 
 Church at St Peter's is in West Green and is just down the road from Crawley Hospital. It’s not just the geographic centre of West Green; it is the centre of the community. For years St Peter's has held a traditional Eucharist service at 10am on Sundays and has run book sales and a community cinema as well. We're really excited to be journeying together, with a vision centring on the established links with the local community, working together to find an expression of social action in West Green. 
 Church at St Richard’s is in Three Bridges, located opposite Three Bridges Primary School and across the road from the parade of shops. It has the potential to be the beating heart of the community. For many years St Richard's has run groups for pre-school children and their parents and carers, as well as a traditional Eucharist service on Sundays. With a vision focussed on launching a new children and families centre, working with the local schools, and connecting meaningfully with the community throughout the week, we can’t wait to be part of what God’s going to do in Three Bridges. 
 Church at St John’s is in the centre of town. Our vision is to see the building open 24/7 as a House of Prayer. We are excited to see the traditional services continue to grow at St John’s with the beginning of a choir and a group regularly serving as acolytes and preaching at our 9am Eucharist.
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