
 

 
Women’s Worker / Administrator 

Job Description 
 
 
About Us 
Grace Church Cowley is a church plant from St Ebbe’s Church, which began 
meeting together on Sundays in September 2019.  It started as a group of around 
60 adults and 20 children and has since grown to around 100 people on a Sunday 
morning (pre-COVID).  The church family is made up of several families but also a 
large number of single people, with a large group of single women, especially 
those in their 20s and 30s. 

 
 

The role 
This is a full-time position which includes three distinct elements: 
 
Women’s ministry (approximately 3 days per week, to include Sundays) 
We would like to support our growing ministry among women by employing a 
female Women’s Worker to serve alongside our Church Leader.  While the exact 
nature of the role will depend on experience, the Women’s Worker will be 
responsible for evangelism, discipleship, mentoring and training of women at 
Grace Church Cowley and in the Cowley neighbourhood.   
 
Administration (approximately 1 day per week) 
As the church has grown over the last 18 months, there is a need for more formal 
administration to support the church’s ministry, including the preparation of 
service materials and communications. 
 
Training (2 days per week) 
On the remaining two days per week, the successful candidate would be free to 
spend 2 days per week in ministry training, the exact nature of which will be 
determined by the experience of the person. 
 
 
Key tasks and responsibilities  
The Women’s Worker role will include:  

• Praying for the women of Grace Church and Cowley; 
• Providing leadership and pastoral support to women; 
• Helping women to work out their Christian faith in all aspects of their life; 
• Assisting in leading women’s ministry in strategic development and 

practical administration; 
• Encouraging women in mission, training and helping them to live for 

Christ and speak of him to others; 
• Playing a significant part in the ongoing formation and growth of the 

church family.  
 
 
 



The Administrator role will include:  
• Preparing service materials; 
• Coordinating service contributors; 
• Creating all church communications; 
• Coordinating building maintenance, including cleaners and contractors; 
• Providing general support to the Church Leader on an ad-hoc basis. 

 
 
What kind of person are we looking for? 

• A mature Christian woman with experience in local church ministry (this 
post carries an occupational requirement under Schedule 9 of the Equality 
Act 2010 to be held by an active, practising Christian, which includes 
agreement with our Declaration of Faith); 

• Someone with gifts in Christian leadership, mentoring, training and 
administration; 

• Someone who is able to relate well to everyone in various life situations. 
 
 
Other information  

 
Remuneration: £20-£22,000 (depending on experience) 
 
Pension:  10% pension contribution into an acceptable pension fund 
 
Hours:   6 days a week, including Sundays and some evenings 
 
Duration:  2 years 
 
Annual leave: 6 weeks (plus 2 Bank Holidays) 
 
Line manager: This appointment is made by the St Ebbe’s PCC and the 

successful candidate is responsible to the Church Leader of 
Grace Church Cowley 

 
Place of work: Grace Church Cowley 
 
 
 

Applicants should complete the application form, also available from our 
website, and include a comprehensive current CV. 

 
 

Closing date for applications: 5pm Monday 29th March 2021 
 
 


