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INFORMATION PACK FOR CANDIDATES FOR THE
POST OF SMALL STEPS PROJECT LEAD

Dear Applicant,

Please find enclosed an application pack for the post of Small Steps Project Lead, which contains the following items:

Job Outline -			Page 1 – 2 
Personal Specification - 	Page 3 – 4 
Application form - 		Page 5 onwards

PLEASE READ THE FOLLOWING INFORMATION CAREFULLY:
· Your application pack contains information about the job vacancy and the person specification. You should read these carefully to ensure that the job and conditions are suitable.
· Due to the nature of this post, the successful candidate will be required to undergo an enhanced Disclosure and Barring Service (DBS) check with children’s barred list check.
· This post falls within the definition of an Occupational Requirement as per the Equality Act 2010.
· Apply by 30th of June 2026, but we may close early if we find the right candidate.
· Please return by email to josh.kay@hopeoxford.org Only information provided on the application form will be considered by the short-listing panel – CVs will not be considered.

Job Outline: Small Steps Project Lead

Location:		Small Steps - Hope Oxford, 5A The Square, Templars Square Shopping 
Centre, Cowley, Oxford, OX4 3UZ.

Salary:			£31845 to £34216 depending on experience (pro rata for part-time salary).

Employer:		Hope Vineyard Church Oxford

Reporting to:		Josh Kay (Lead Pastor)

Responsible for: 	Small Steps Coordinator, team members, relevant volunteers, and potentially 
other Coordinators in the future.

Hours of Work:		The service is currently term-time only. Please note that the working days 
will correlate with the days/hours that the service is open/ offered. However, we are open to discussions about whether this role is:
· Either 22.5 hours per week term-time only (0.6 WTE = 3 days p/w) 
· Or 18.75 hours per week (0.5 Whole Time Equivalent = 2.5 days p/w)

Holidays: 	20 days’ annual leave (pro rata for part-time employees), increasing by one           additional day for each year of service, up to a maximum of 25 days 

Who we are:  Small Steps is a project run by Hope Vineyard, a Christian church in Oxford that has been serving children and their families since 2019 through groups in Templars Square Shopping Centre.  Currently we provide free clothing, equipment and baby baskets (full of items for newborn babies) for families who either self-refer or are referred by professionals in response to their needs. The project is partially funded through our Small Steps shop which sells pre-loved children’s clothing. 

As a church we are committed to embodying Jesus’ values of generosity and compassion for all, but especially those on the margins of society.

The Job: We are excited about recruiting someone to join our team who shares these values and wants to take the work of Small Steps to the next level, build on the fantastic foundations that have been laid, and sustainably grow the capacity of this much valued initiative.

We are looking for a passionate, committed and skilled individual who in collaboration with the Senior Pastors of Hope Vineyard Church Oxford will set the vision and monitor the strategic development of the Small Steps Project. 

They will oversee the operational side of the project, which includes managing a small staff team and volunteers, developing relationships and partnerships in the local area and growing the fundraising strategy.

Responsibilities:
1. Lead and develop the Small Steps project to ensure it operates sustainably and continues to grow in response to local needs.
2. Create and deliver the fundraising strategy, including making grant applications, reporting, and building relationships with local funders and businesses.
3. Manage and support staff and volunteers through recruitment, training, safeguarding, DBS compliance, and their ongoing development.
4. Oversee the project’s operations, finances, resources, data systems, impact reporting, and be involved in the day-to-day running of the project when required.
5. Build partnerships with local stakeholders such as schools, health providers, community organisations, retailers, and other support services.
6. Develop communication and engagement strategies, including social media, publicity campaigns, networking, and speaking opportunities to raise awareness of the project.
7. Strengthen connections between Small Steps and Hope Vineyard Church, supporting the church’s vision to be a family of compassionate people.
8. Creating an environment and culture that views all people as made in God’s image, precious and full of potential and helps them connect with God through Jesus, as is appropriate within this setting.

Due to the nature of this role, the successful candidate will be required to undergo an Enhanced DBS (Disclosure and Barring Service) check. Employment will be subject to a satisfactory outcome.

For more information on Small Steps and to find out more about Hope Vineyard Oxford, please visit our website: www.hopeoxford.org/smallsteps 


SMALL STEPS PROJECT LEAD
Person Specification: The criteria that will be applied at shortlisting is as follows:
 
	Education /Qualifications
(Essential) 
	· English and Maths at GCSE Level Grade ‘C’ or above (or can demonstrate equivalent qualification if educated outside of England)

	Education/ Qualifications
(Desirable)
	· Additional post aged 16 qualifications (eg. A-Levels, BTEC, undergraduate degree). Other qualifications/training courses and programmes attended relevant to this role (eg. safeguarding training, Vineyard College/theology modules, training in administration/management/health and social care

	Character
(Essential)
	· Committed Christian who supports and will uphold the wider vision and values of Hope Vineyard Church Oxford and VCUKI (Vineyard Churches UK and Ireland), and can represent the church and project with integrity, authenticity and passion.
· Passionate about supporting families, especially those experiencing disadvantage and under stress, with a commitment to placing children and families at the centre of all decision-making.
· Creative, proactive and strategic thinker who is able to take initiative and make sound decisions within the scope of the role.
· Collaborative team player with a servant-hearted attitude, willing to support others and contribute flexibly where needed.
· Approachable, trustworthy and non-judgemental, with strong communication and listening skills and the ability to relate well to a wide range of people.
· Self-aware and committed to personal growth, open to feedback, learning and ongoing development.
· Able to reflect on and respond to their emotional, physical and spiritual wellbeing, and engage openly with line management around work-life balance and any support needs.
· Some flexibility in working patterns, including occasional evenings and weekends as required.
· Willing to engage with the life of Hope Vineyard Church and maintain strong connections between Small Steps and the wider church community.
· Open to training and development opportunities through networks such as Compassion VCUKI, local / national networks, Vineyard College/leadership development..

	Competencies 
(Essential)
	· Experience working with families, particularly those experiencing social disadvantage/those with complex needs.
· Experience/demonstrate aptitude for writing, reviewing and implementing policies and procedures.
· Experience/demonstrate aptitude for managing safeguarding concerns, or willingness to undertake training.
· Proven leadership skills and the ability to motivate, delegate and oversee the development of staff and volunteers.
· Strong organisational and administrative skills, including maintaining accurate records and producing clear written communications for different audiences.
· Ability to manage workload effectively, prioritise responsibilities and meet deadlines within available resources.
· Experience/demonstrate aptitude to manage budgets, complete funding applications and think strategically about the use of resources.
· Ability to plan, coordinate and lead projects, events and activities effectively.
· Strong interpersonal skills, and the ability to communicate confidently and work collaboratively with professionals, volunteers, families and partner organisations.
· Self-motivated and able to work independently while also contributing positively within a team environment.
· Competent IT skills and experience/demonstrate aptitude for working with databases.
· Calm, resilient and confident under pressure.

	Competencies
(Desirable)
	· Line management experience.
· Experience coordinating fundraising activities and events.
· Experience establishing or developing projects or community initiatives.
· Experience recruiting, training and leading volunteer teams.
· Experience working with people from diverse backgrounds, including individuals experiencing mental health challenges or seeking asylum.
· Experience working in partnership with schools, statutory agencies, businesses and charitable organisations.
· Willing to make Hope Vineyard Church Oxford their home church and to invest in the church family.

	
No applicant will be shortlisted for interview unless the application form clearly demonstrates that they meet all the essential criteria. Hope Vineyard reserves the right to shortlist applicants for interview based on the essential criteria only or on the essential and desirable criteria.



 


Hope Vineyard Oxford Employment Application
SMALL STEPS PROJECT LEAD APPLICATION FORM
· Please type or write clearly and legibly. 
· All information will be treated in confidence and will be used to assess your suitability for the job.
· The short-listing process will be based solely on an assessment of the strength and quality of the evidence provided in the candidate’s application form.  It is essential therefore, that applicants provide sufficient detail to demonstrate how and to what extent they meet the requirements.

The Vacancy:

Job Applied For:	          	SMALL STEPS PROJECT LEAD

Surname:		
	
Forename (s):		

Address:		

Postcode: 		 


Home Tel. No.:	________________		Mobile No.:  ________________ 	

Email Address:	

EMPLOYMENT RECORD (Please list chronologically, starting with current or last employer)
	Name and Address of Employer and Nature of Business:
	From:
To:

	Job Title:
Job Function/ Responsibilities:
Reason for leaving: 

	





	




	


	Please note here any other employment that you would continue with if you were to be successful in obtaining this role:







ESSENTIAL / DESIRABLE CRITERIA
NOTE:  When completing the section below it is important that you tell us about your relevant skills, knowledge, and experience in relation to your character, and competencies to do the job (as per personal specification, which is included within this application pack).

PLEASE GIVE EXAMPLES to illustrate these, providing us with actual evidence, being as specific as possible.

	Education/ Qualifications 
Please list your relevant Education/qualifications, according to the person specification (see earlier in application pack for essential and desirable criteria):

(Please include date, Educational institution / Accrediting Body, Qualification title & grade if applicable)








Personal Development
Please also include any courses, membership, voluntary work or responsibilities you have obtained that you consider relevant, with outcomes where applicable:







	Character
With relevant evidence/ examples please demonstrate how you meet personal specification (see earlier in application pack for essential criteria) for character below:

(up to a maximum of 750 words)

















	Competencies
With relevant evidence/ examples please demonstrate how you meet the personal specification (see earlier in application pack for essential and desirable criteria) for competencies below:

(up to a maximum of 750 words)

































If using a computer this is not applicable, but if printed, you may use a separate sheet to include more information on any of the above questions if necessary, marking clearly the page number.

DISABILITY DISCRIMINATION ACT 1995
	
SPECIAL REQUIREMENTS
Please inform us about any special arrangements or adjustments that you may need us to put in place for you in the event that we invite you to interview. This will help us to help you.








REFEREES:
Please give the details of two work & character related referees, including one from your current or most recent post.  Referees will not be contacted without your prior approval. 

	
Name: 
	
Name: 

	
Position: 
	
Position: 

	
Company: 
	
Company: 

	
Address: 

Telephone No

Email: 

	
Address: 

Telephone No.: 

Email:

	
Nature of Relationship: 

	
Nature of Relationship: 



	DATA PROTECTION STATEMENT 
All the information collected in this form is necessary and relevant to the performance of the job applied for. We will use the information provided by you on this form by the referees you have noted, and the educational institutions with whom we may undertake to verify your qualifications with, for recruitment purposes only. The Organisation will treat all personal information with the utmost confidentiality and in line with current data protection legislation. We rely on the lawful basis of [insert lawful basis] to process the information provided by you in this form.
 
Should you be successful in your application, the information provided, and further information which will be gathered at the relevant time, will be subsequently used for the administration of your employment and in relation to any legal challenge which may be made regarding our recruitment practices.
 
For more information on how we use the information you have provided, please see our privacy notice which is uploaded on our website [https://hopeoxford.org/wp-content/uploads/2026/05/Privacy-Notice-May-2026.pdf].




	Rehabilitation of offenders

	Because of the nature of the work for which you are applying, this post is exempt from the provisions of s.4(2) of the Rehabilitation of Offenders Act 1974 which means that spent convictions must be disclosed and will be considered in deciding whether to make an appointment. Any information will be completely confidential and will be considered only in relation to this application. In addition, you are required to submit to a Disclosure and Barring Service (DBS) check. Any disclosure made by the DBS will remain strictly confidential.
 
Have you ever been convicted in a Court of Law and/or cautioned in respect of any offence? 
YES/NO (delete as required).
 
If yes, please give details:










VERIFICATION OF INFORMATION

	I confirm that the above information is complete and correct and that any untrue or misleading information will give my employer the right to terminate any employment offered. I understand that any offer of employment is subject to the Charity being satisfied with the results of a series of relevant checks including references, eligibility to work in the UK, criminal convictions, and probationary period.

Signature:                                               Date: 




Thank you for taking the time to complete this application!
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