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Service Support Administrator (SSA)- 
Debt Centres & Group Services 
 
What is a Service Support Administrator? 
A SSA is a behind the scenes superhero who will help their CAP centre or course be 
even more effective in setting people free from the grip of debt and poverty, by 
undertaking various administrative tasks for the centre.  
 
This role isn’t client facing and would suit someone with great organisational skills, 
good computer literacy and an eye for detail.  
 
The role is flexible with regards to what elements you will undertake, as we 
recognise that all services operate under a CAP model but in very different church 
environments. We want to equip and empower you to undertake the role in a way 
which best fits you and your community.  
 
(If you want to do a mainly client / member-facing role, or do this in addition to the 
SSA role, please see our befriender role profile for debt centres or the general 
volunteer role for Group Services).  
 

 
 
Our Mission Statement 
UK poverty is real, with millions locked in its miserable grip. That’s why we’re aiming 
for CAP centres covering the UK, each bringing life changing freedom and good 
news to people in desperate need. Always through the Church. Always hope. 
 
 

Who are we looking for?  
 
Person specification  
Passionate about helping people and bringing hope to them 
Trustworthy in keeping confidential information 
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Great organisational skills, good computer literacy and an eye for detail.  
In agreement with CAP’s core values and statement of faith  
Willing to pray with their CAP team 
Understands the concept of keeping good boundaries 
Clearly demonstrates a heart and passion for the charity and the local church 
 
What next?  
Once you have decided with your Centre Manager or Group Service Manager to go 
ahead with this role please email nms@capuk.org to request your digital welcome 
pack.  
 
Work through your welcome pack which contains your training information. This 
training document contains video links for you to watch so you can familiarise 
yourself with CAP culture, it also contains essential information about GDPR and 
confidentiality.  
 

1. Read the content and watch the videos at your own pace 
2. Ask you centre manager if you have questions about how aspects of the 

training apply to your centre 
3. Complete the GPPR quiz  
4. Sign the confidentiality agreement, return a copy to your church and return a 

copy to CAP HQ (scanned to nms@capuk.org or by post to Network 
Management, CAP, Jubilee Mill, 30 North St, Bradford, BD14EW). On receipt 
of this CAP will arrange for you to have access to relevant computer systems 

5. Your centre manager will outline the tasks you will be doing on the CAP 
systems and will train you on how to use them 

 

 
 
Staying in touch 
We would love to share news and updates about what is going on in the world of 
CAP, keeping you updated with stories of lives transformed, news of CAP’s 
campaign impact at government and industry level as well as sharing information 
about our latest campaigns and prayer requests.  
 
If you would like to sign up to receive updates and receive a free copy of the 
inspiring book about John Kirkby’s journey to start something that would free tens of 
thousands of people from debt and poverty. Please visit: 
https://capuk.org/about-us/the-cap-story/nevertheless  

2 
 
Christians Against Poverty | Jubilee Mill, North Street, Bradford, BD1 4EW | 01274 760720  
| info@capuk.org | capuk.org Registered Charity No. 1097217 (England and Wales), SC038776 (Scotland)  
| CAP is authorised and regulated by the Financial Conduct Authority.  
 

mailto:nms@capuk.org
mailto:nms@capuk.org

