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1 Introduction 
Operations Manager is a new post at Launde Abbey. You will be responsible to the Warden for the smooth 

day-to-day functioning of the Abbey. You will ensure that all our guests experience excellent service though 

reception, dining room and housekeeping and that our buildings and gardens are well maintained and well 

presented. 

 

The Operations Manager is one of two senior management posts - with the Business Manager - who are 

responsible to the Warden to fulfil the vision, goals and purpose of Launde Abbey as a Christian Retreat 

House and Conference Centre. 

 

As operations manager you will understand the needs and challenges of working in a hospitality 

environment and have a passion for good service as perceived by our guests and the capacity and capability 

to lead our diverse teams. You will have the teamwork and leadership skills to harness exiting ways of 

working and the creativity to develop new ideas and importantly the wisdom to discern with the broader 

team at Launde the right time for each. 

 

Launde Abbey is a charity, run by trustees whose aim is to sustain and develop Launde as a place of 

Christian retreat, prayer and a unique place of spiritual encounter. The trustees current operational 

priorities are shaped both by the need to respond to our emerging post-pandemic context and to longer 

term aspirations for developing both our offer to guests and the buildings and grounds. We are very 

mindful of environmental priorities and expect the operations manager to play significant part in our 

journey in the coming years to reduce our energy use and carbon footprint. 

 

While the business is primarily church orientated, it includes other educational, social or recreational 

activities that are compatible with its core purpose as time and space permit, including daily hospitality in 

the dining room and café. It is the aim of the Trustees to deliver an excellent service to all our guests 

generating sufficient financial surplus to be a stable business preserving the ethos or ‘soul’ of Launde as a 

place of Christian retreat, prayer and learning. 
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2 Job Description 

2.1 Purpose of Role 
The Operations Manager has responsibility to lead and develop Launde’s onsite offer and to ensure that all 

our guests experience excellent service. The Operations Manager is responsible for: 

• Our Reception, Dining Room & Kitchen and Housekeeping teams. 

• Launde Buildings and Garden so that these are well maintained and well presented. 

• Launde telecoms and information infrastructure. 

The Operations Manager will receive customer feedback and complaints and ensure that appropriate 

actions are taken and any significant issues raised to the senior staff team. 

2.2 Responsibilities 

General 

• To oversee Launde operations with their supervisors according to agreed budgets, and ensure that 

each team that contributes to the “on-site” offer is delivering excellent service on its core functions. 

• To be a member of the senior leadership team. 

• To attend trustees meetings as needed. 

• To receive guest feedback and comments ensuring issues are addressed in the relevant teams. 

• Work flexibly with the Business Manager to ensure appropriate management presence on site 

weekdays and weekends to support guests and other staff. 

 

Business Manager & Operations Manager Coordination 
The Business Manager and Operations Manager have distinct roles. However, critical to Launde’s success 

will be for both to work as one team with a high degree of cooperation, communication and coordination.  

A key point for coordination will be weekly sharing from the Business Manager to the Operations Manager 

and the operational service leads (housekeeping, kitchen/dining & reception) of imminent bookings and 

expectations for the following weeks. At this point delivery of the booking and the guest experience is 

effectively transitioned from the Business Manager to the Operations Manager. The Business and 

Operations Managers will also meet periodically with the warden or deputy to coordinate bookings and 

delivery requirements for the longer term. 

 

Housekeeping 

• Ensure all guest rooms and public rooms and other public areas and facilities are available for use when 

required and presented to a high standard, and meeting rooms contain all necessary seating 

arrangements and equipment for booked events. 

• Ensure the laundry contract and internal laundry operations are undertaken efficiently 

• That all necessary equipment is supplied, stored efficiently, and appropriately maintained and serviced. 

 

Dining Room / Kitchen 

• Ensure Launde offers excellent hospitality through meals and refreshments. 

• That food policy is discussed with the chefs, and attractive menus are presented within agreed budgets.  

• That standards of service are understood and day to day duties of all dining room and pantry staff are 

overseen and co-ordinated. 
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Reception 

• that a high standard of welcome and service is offered to all those visiting the Abbey. 

• that security and supervision on the site is maintained, including rotas for on-call cover.  

• that telephone and email inquiries are handled efficiently 

• That individual bookings are efficiently and effectively administered  following the process agreed with 

the Business Manager. 

 

Buildings and Garden 

• To devise and implement a planned programme of maintenance with an associated programme and 

budget for refurbishment 

• To ensure that all maintenance issues are reported, recorded and acted on. 

• To oversee that routine service and maintenance functions are carried out in a timely manner in 

accordance with the programme detailed above 

• that the garden and grounds are presented attractively and developed for the benefit of guests and 

visitors in support of the Abbey’s programmes. 

• To work with the Warden and the Board of Trustees in connection with any planned development 

works to expand or enhance facilities. 

• To lead Launde’s sustainability program have responsibility for our 2030 net-zero carbon goal. 

 

Information Systems 

• To ensure that the Abbey’s telecoms and information systems infrastructure runs efficiently and is 

appropriately maintained to ensure a reliable environment for business processes and appropriate 

guest internet access. 

• This will include – computers used by staff, the local network, guest wifi, staff user accounts and the 

Launde Abbey Microsoft 365 environment including email accounts and shared folders. 

• To ensure reliable provision of the Launde external website (content management is withing the 

Marketing domain of the Business Manager role) 

 

Staff 
To follow best practise as coded in Launde Policies and Processes for managing staff including:  

• the safe recruitment of staff and initial induction 

• line management and annual appraisal of staff in departmental areas of responsibility 

• appropriate training and development for staff 

• the implementation of agreed dress codes, and high standards of personal hygiene 

• ensuring that adequate numbers of staff are on duty at all times, day and night and throughout the 

week. 

 

 

Responsible to: The Warden. 

Responsible for: Dining Room Supervisor, Head Chef, Reception Supervisor, Housekeeping Supervisor, 

Buildings Maintenance and Gardener. 
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3 Person Specification 

3.1 Team Leader 
• Inspirational team leader, capable of motivating the Launde teams to continue to achieve high 

standards bringing new ideas to the team, and working with the team to shape and implement those 

ideas to continue to improve the Launde offer. 

• Ability to motivate, appraise, support and challenge your teams to deliver good customer service on a 

daily basis. 

• Enable staff through a collaborative and empowering style of leadership – and be discerning about 

when to take on operational tasks to support the team to ensure priorities are met. 

3.2 Customer Service/Hospitality/Site 
• Aspiration for high standards and the ability to assess how those are perceived by Launde Guests and 

visitors. 

• Aspiration to continue to improve Launde’s offer to guests and visitors and the capability to develop 

and implement ideas to continuously improve what we offer. 

3.3 Hotel Operations 
• Experience of, or demonstrable capability for, directing the operation and development of Launde’s 

kitchen & dining room, reception team, housekeeping team, and house & gardens maintenance. 

3.4 Personal Attributes 
• Launde seeks to appoint a communicant member of a Christian denomination or someone in strong 

sympathy with our Christian traditions and with the ethos and values of Launde Abbey. 

• You will have a flexible approach to working given our context of a seven day a week operation. You 

will be able to judge the need for and balance being present on site to both lead the staff and support 

guests and event organisers. 

• Confident professional welcoming personality and capacity to develop and sustain good relationships 

with Launde team members, external suppliers and Launde guests. 

• Confident with computer systems and inquisitive to explore systems capabilities and ways of working 

to continuously improve how we work. 

• All employees are required to abide by the Safeguarding policy, Health & Safety policies, GDPR and 

other Launde Abbey Policies. The post holder will be expected to undertake a DBS check prior to 

appointment.  

• Due to our location in rural Leicestershire it is an advantage if you have your own transport to travel to 

and from Launde. 

3.5 Other Experience 
You will have experience of, or demonstrable capacity to learn the necessary details of: 

• HR management in a small organisation including a working knowledge of contracts of employment 

and employment legislation. 

• ICT systems necessary to support a small organisation. 

• The maintenance requirements and operational constraints of running a hospitality business in a Grade 

II* listed building and its grounds. 

• Other regulatory requirement for smaller charitable organisations – particularly for this role, health and 

safety, safeguarding, and data protection. 
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4 Summary Terms and Conditions 
• Salary range £30,000 to £36,000 depending on experience. 

• Full-time – equivalent five days per week 37.5 hours. Work days are not fixed, you will be required to 

flex days of work in consultation with the warden to meet the needs of Launde operations to ensure 

guest requirements are always met, that operations team members are supported and you are present 

for management and operational meetings. 

• Basic holiday entitlement is 28 working days in addition to Public Holidays.  This is made up of 25 days 

annual leave plus 3 concessionary days. 

• You will be eligible to join the Church Workers Pension Scheme. 

• This role will be subject to a full DBS check. 

 

Full Launde terms and conditions are in the staff handbook which will be shared with successful applicants. 

5 Application Process and Timelines 
To apply, please complete the application form on our website https://www.laundeabbey.org.uk/jobs/  

 

References will be taken up for the successful applicant after interview. 

 

Closing date for applications Friday 1st October. 

Interviews will be held at Launde on Thursday 14th October. Candidates will be asked to prepare a short 

presentation to be given before the interview – further details to be sent with interview invites. There will 

be opportunity for a tour of the house and grounds accompanied by a member of staff. 

 

See also our website https://www.laundeabbey.org.uk/  for more information about Launde, where we are 

and what events we have planned. 

  

For an informal conversation to find out more please contact Stephen Adshead, Interim Operations 

Manager on 01572 717254. 

 

 

 

https://www.laundeabbey.org.uk/jobs/
https://www.laundeabbey.org.uk/
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6 The Current Work of Launde Abbey 
Launde Abbey is the retreat house for Leicester and Peterborough dioceses and both use the house 

regularly for meetings, retreats and groups. More extensively, Launde has a national and ecumenical profile 

and is recognised as one of the country’s leading Christian retreat and conference centres supporting the 

spiritual development of the wider Church and individuals. 

 

Through generous Christian hospitality offered in a beautiful and comfortable environment, Launde aims to 

enable people to encounter God and take the next step on their individual or collective spiritual journey.  

 

People come to Launde for retreat, conference, educational or social events, or simply to enjoy the 

hospitality of the café and garden. Some come to run their own programme, others to receive from the 

ministry offered here through the team of resident clergy or many outside speakers and leaders who come 

in. By careful use of the site and programme the needs of those who come for quiet and solitude and those 

who come for conversation and activity are balanced. 

 

All this finds expression through: 

• The daily cycle of worship and prayer: three services a day in the chapel. 

• The Launde Programme: this includes retreats, courses, Quiet Days, Discipleship Days. 

• Ministry support and training. 

• Hospitality for private retreatants including prayer and spiritual direction. 

• Hospitality for other groups, both religious and secular, who use Launde through the year. 

• The welcoming of various schools and youth groups. 

• The hosting of a deanery fresh expression of church for young families and young people. 

• Holding social, cultural and educational events including concerts, literary lectures, special meals 

and occasionally, weddings. 

• Christian hospitality, which includes food in the café which is open every day for coffee, lunch and 

tea, and the gardens that visitors can enjoy. 

 

The Launde financial circumstances are such that, following several very successful years up to the onset of 

the pandemic, trustees are expecting to weather the storm and are gradually returning to offering a full 

range of activities and rebuilding our programme and visitor numbers. 

 

The Abbey has 39 bedrooms (all en-suite), sleeping a maximum of 66 people, including specialist 

rooms for people with physical disabilities, and a self-catering apartment. There are full conference 

facilities, excellent dining facilities, and three chapels. Facilities are spread between the house and the 

stables block. 

 

The 38 full and part time staff look after about 4,500 overnight guests each year plus a further 5,500 day 

guests and those attending special events during the year. In 2019 this represented a 71% occupancy rate. 

 

The extensive grounds and gardens have been upgraded and are now in better condition than for many 

years though we have opportunities and ideas for development. The parkland and woods are managed by 

others, but accessible to visitors. The gardens adjacent to the Abbey buildings are directly managed and 

some of the gardening is undertaken by volunteers. 
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7 The History of Launde Abbey 
An Augustinian Priory was founded on this site in the years around 1119 and for two centuries was a very 

important ecclesiastical centre. The 12th Century Chapel, which is at the heart of the present Abbey’s life, 

remains from this time. Probably a side chapel of the original priory church, it provides an intimate and 

inspiring place of prayer and worship.  

 

The Priory went into decline after the 1300’s and was dissolved by Henry VIII under Thomas Cromwell in 

1538. Cromwell then purchased Launde for himself but lost royal favour and was executed before he ever 

came to live here. His son Gregory was largely responsible for converting the Priory into the house you see 

today. His monument is in the chapel together with his wife Elizabeth (née Seymour, sister in law to the 

king). 

 

The house and estate passed through various families until bought in 1956 by Cecil and Lillian Coleman, 

who then gave it to the Diocese of Leicester in 1958. The then Bishop, Ronald Williams, turned down the 

idea of it becoming the Bishop of Leicester’s Palace and it became the diocesan retreat house and 

conference centre, as well as, for a time, a theological college for mature ordinands. In 2010 management 

of Launde was transferred to the newly formed Launde Abbey Trust, and the Abbey became also the 

retreat house for Peterborough diocese. 

 

Between 2008 and 2011 major refurbishments were undertaken first in the stables and then more 

extensively in the house, with a new kitchen, dining rooms and reception, and all bedrooms becoming en-

suite. Continuing improvements have included the installation of a lift down to the chapel and two 

Shepherds Huts in the garden for private retreatants, and most recently the refurbishment of the stables 

block. 

 

Today the surrounding parkland is let to a local farmer and managed under the Countryside Stewardship 

Scheme. Launde also owns two nearby woods, Launde Big Wood and Launde Park Wood, which are 

managed by Leicestershire and Rutland Wildlife Trust. Many people come to explore the surrounding 

countryside and walk the local footpaths. 

 

 

 


