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JOB DESCRIPTION

Job Title:

Verger

Responsible to:
Head Verger

Department:

Liturgy and Music

This job description is intended as a working document giving a guideline to the major tasks to be performed.  It is anticipated that the post will develop and working practices will change; in order to meet the demands of Salisbury Cathedral, new legislation, and the requirements of Chapter.  It is expected that the post holder will contribute to and assist with all future developments.
Salisbury Cathedral’s Purpose:

Making a difference for God through exceptional worship and outreach.

Our Ambition:

Salisbury Cathedral’s ambition is to be renowned as a beacon of confident, open Christianity with a reputation for warmth of welcome and a willingness to engage with others. The sustained excellence of the Cathedral’s liturgy and music will be the cornerstone of our worship, with innovative activity in place to reach out to new worshippers and visitors and enable them to come to a place where they can encounter God. Our close association with the Magna Carta will be known nationally and internationally and our social justice programme will bear witness to how our actions are inspired by the document’s values and by our Christian commitment. 

Salisbury Cathedral’s Values:

We seek to be prayerful, compassionate proclaimers of the Christian faith helping all to encounter God and his transformative presence.  Our continuing commitment is to develop a culture of faith and hope which is joyful, deeply serious and quietly confident.  How we do things is at least as important as what we do, and our values seek to communicate this.

We do this by focusing on three values in particular:

Boldness
Fairness

Kindness

Principal duties:
Preparation for Services

· Maintain the dignity of the Cathedral as a place of worship through the care and attention given to all duties carried out as part of the Vestry team.

· Attend rehearsals for services, as necessary, as part of the Vestry team.

· To participate in Cathedral services in accordance with the Cathedral’s traditions, taking a part in the liturgical and ceremonial duties of the vergers, as well as operating the cathedral’s sound and lighting system as required.

· Take part in the routine care of service and hymnbooks, vessels, altars and vestments as required.
Internal and External Events

· Carry out agreed arrangements for concerts and secular events held in the Cathedral as part of the Vestry team and in liaison with the Floor Manager, and with the stewards and other volunteers.

· Help with the practical arrangements for staging and seating requirements for Cathedral services and external events, including erection and dismantling of the nave altar, arrangement of furniture and turning of nave chairs.

· As necessary, operate the computerised sound and lighting systems for concerts and other events.

Care of the Cathedral Building

· Take pride in the appearance, cleanliness and order of the Cathedral, Cloisters and Chapter House.

· If necessary, to take part in the cleaning of the Cathedral Shop and the public lavatories in the cloisters. In practice, this involves checking the facilities at the weekend and carrying out any remedial action needed in the absence of the Caretakers.

Ministry of Welcome

· Play a full part in the maintenance of good public relations and treat visitors in a friendly, tactful and helpful manner, being firm when necessary without giving offence.

· Be prepared to deal with distressed people who often seek out the cathedral as a place of refuge or solace. You will need a combination of pastoral sense, tact and ability to think on your feet in order to offer a generous welcome without putting yourself or others at risk.

· To help build positive links with the Diocese and local organisations through the welcome they receive at the Cathedral. 

· Welcome and assist visiting choirs, briefing them on ceremonial and practical arrangements, and helping them to feel at home.

· Liaise with the Education Centre and Visitors Services Department and Cathedral Guides in order to co-ordinate the arrangements for the use of the Cathedral.

· As necessary, liaise with the Cathedral voluntary helpers and groups, including the Guild of Stewards, Cathedral Guides, Holy Dusters, embroiderers, flower arrangers and Duty Chaplains.

· Make appropriate arrangements to look after lost property.
Administrative Overview

· Although the Head Verger carries the main administrative responsibility for the vestry, all vergers have a number of specific administrative duties that are varied from time to time in order to give all the vergers a good overview of the Cathedral’s activity.

· Assist in the efficient management of the Cathedral computerised diary and ensure that any other diaries used by the Vestry are kept up to date and that information is shared with other users of the Cathedral as necessary.

Routine Meetings and Communication

· Take part in team meetings with the vergers, and with others concerned with the use of the cathedral building, such as the Events Manager and Floor Manager, as necessary.

· If required, to represent the Vestry at departmental, planning and Cathedral staff meetings.

· Make and maintain good working relationships within and beyond the Cathedral community.
Safety, Security, Technical Elements
· Welcome, supervise and ensure the safety of visitors as necessary (this activity is coordinated by the Department of Marketing and Visitor Services).

· Co-operate with all Health and Safety and Fire Officer matters as necessary.

· Hold the out-of-hours emergency telephone on a rotation and act as responsible key holder in the event of fire or intruder alarm activation and assist with the evacuation of the building.

· Report all incidents that take place during his/her tour of duty in the First Aid Book or Accident Report Book, as appropriate.

· Hold, or be prepared to undergo training for, a relevant First Aid certificate, defibrillator training, and undergo training in health and safety procedures, and other training as required.

· Hold delegated responsibility for the security of the Cathedral, including morning unlocking and evening locking up of the Cathedral.

· Attend at concerts, exhibitions or similar functions in the evening or at other times according to the duty rota. 

· Liaise with the Finance Department regarding cash handling and the emptying of donations boxes on the two-key system.

· Operate the computer-controlled sound equipment, cleaning equipment, fire, security and alarm systems as required.

· Have custody of key cupboards and account for keys, including those issued to roof tour guides.
Person Specification

	Essential 
	Desirable 

	Be able to act according to the Cathedral's core values of; integrity, generosity and compassion
	

	Experience:

· A sense of the value of well-ordered worship and its contribution to the Cathedral’s wider ministry and outreach
	· Previous experience as a Verger

· Experience of the coordination and delivery of events 



	Skills:

· good communication and interpersonal skills

· IT skills and administrative competence

· flexibility to respond positively and appropriately to new opportunities and challenges

· capacity to value the volunteers who work in the Cathedral and to respond to the needs of those who come seeking help and advice

	

	Qualities:

· A team player, holding the personal qualities necessary to work well with other members of the Cathedral team, both paid and volunteer
· enthusiasm to learn and develop the skills needed 
· personal reliability and ability to take responsibility
· ability to work independently and under pressure
· physically fit and strong enough to undertake duties, which includes moving furniture and staging, as well as other lifting
· willingness to take all necessary training, including First Aid at Work

· comfortable working in a Christian environment

· personable, adaptable, and with a good sense of humour

	


