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Education Resources Assistant 




[bookmark: _Hlk195610068]ROLE SUMMARY

Thank you for your interest in the role of Education Resources Assistant, you will provide support to the Education Officer with the preparation, set up and clear down of workshops. Work alongside the education resources volunteers to prepare and maintain educational resources. Liaise with colleagues across the organisation, as required.  Through resources preparation this role will support the Education team with the smooth running of our schools’ programme and our community/holiday events.  

[bookmark: _Hlk223943143]PRINCIPAL TASKS AND RESPONSIBILITIES
1. Maintaining and preparing resources for use during school visits and community/holiday events.  Resources to include costumes, craft materials, stationery, etc.
2. Assist with setting up and clearing down for school visits and community/family events
3. Supporting termly sessions with education resources volunteers, ensuring they are allocated appropriate tasks
4. Assisting with our educational and family holiday activities
5. Providing creative advice and support to the Education Officer as required, e.g. developing displays, creating new resources
6. Liaising with the Cathedral colleagues (Vestry, welcome desk, caretakers, works team) for set up/take down of activities in the Cathedral as required.

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.  
WORKING CONDITIONS
Occasionally the work can be physically demanding involving heavy lifting and transferring of materials by trolley to various locations around the Cathedral and Cathedral Close. 
Work environment may include a mix of indoor and outdoor settings, depending on educational event locations e.g. Cathedral or Cloisters.
Use of a craft knife is required regularly. 
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	Essential 
	Desirable 

	Knowledge and Experience 
· Understanding of safeguarding protocol, procedures, and good practice or willingness to be trained in this area
· Experience of managing and looking after a wide range of materials and resources
· Appropriate professional health and safety qualification – such as  NEBOSH national diploma in occupational health and safety with significant proven experience.  
· Significant proven experience of advising on, developing and implementing health and safety policies and procedures.
· Significant proven experience of information gathering, analysing, and advising on recommended actions such as in relation to accident and incident management. 
· Experienced in the preparation of risk assessments and advising on mitigating measures and required actions.
· Experience of developing security, public safety or risk management strategies.
· Significant proven experience of working collaboratively across different departments, organisations and with a range of different expectations.

	
Background of working in an education environment
Experience of working in an environment where paid and voluntary staff work alongside one another.
Appropriate qualification in security management – such as SIA or proven relevant experience of security, public safety and customer service in a visitor attraction or other public venue.
Experience of emergency management plans and business continuity planning.  



	Skills
· Excellent communication skills 
· Demonstrable ability to be creative and generate new ideas for events and workshops
· Proactive approach to tackling tasks and duties 
· Organised, attention to detail
· IT literate – outlook, Office
· Attentive to detail and ensuring adherence to policies and procedures, able to encourage others in the same approach.
· Ability to engage with and influence a wide range of people and different stakeholders.
· Proven ability to resolve problems and manage conflicting expectations
· Strong interpersonal, verbal, and written communication skills.  

	



	Personal attributes
· Able to work autonomously as well as effectively as part of a team 
· Enthusiasm, motivation and a positive attitude
· Understanding of, sympathy with and willingness to promote the aims and purposes of the Cathedral, its mission and ministry
· Ability to act according to the Cathedral's core values of integrity, generosity and compassion
· Well organised, able to prioritise workload and use own initiative
· Imaginative, flexible, and creative approach, willing to take responsibility for small as well as and large property matters.  
· Relational in approach, personable and able to interact well with people at all levels.

	








SAFEGUARDING

Salisbury Cathedral is committed to safeguarding and safer recruitment practices and expects all at the Cathedral to share this commitment.  The postholder is required to report any safeguarding concerns related to children, young people, or vulnerable adults in accordance with agreed policies and procedures.  

All staff and volunteers are expected to demonstrate a commitment to safeguarding and the welfare of all who are involved with and/or visit the Cathedral and the Close. This will include adherence to policies and procedures and undertaking any safeguarding duties commensurate with their specific role. All staff are be expected to successfully complete safeguarding training as part of their induction.


	


		HEALTH AND SAFETY

Under the Health and Safety at Work Act 1974, whilst at work, you must take reasonable care for your own health and safety and that of any other person who may be affected by your acts or omissions. In addition, you must co-operate with the organisation on health and safety and not interfere with, or misuse, anything provided for your health, safety or welfare. You must immediately raise any concerns concerning your health, safety or welfare at work to an appropriate person.



	EQUALITY, DIVERSITY AND INCLUSION

The Cathedral is committed to the principle of equal opportunities in employment and in equal pay for work of the same or similar nature or work of equal value. This means that in line with the Equality Act 2010, all job applicants and employees will receive equal treatment regardless of sex, race or ethnic origin, religious belief, nationality, gender, marital or family status, sexual orientation, age or disability. Our intention is to ensure safe environments within which our welcome to everyone is supported by proper and effective safeguards. We will continue to implement the Church of England Safeguarding policies and procedures, working actively with the Diocese of Salisbury.








WORKING FOR us

Salary
Hourly rate £12.60
Working Pattern
Part time – 20 hours a week spread over Tuesday, Wednesday and Thursdays, 3 month contract.
Annual Holidays
The FTE holiday entitlement is 25 days per annum plus public holidays. 
Pension Scheme
All eligible members of staff will be automatically enrolled in accordance with the legislation, to the occupational Staff Pension Scheme. Salisbury Cathedral will contribute to a contributory pension scheme and automatic enrolment will be made unless the employee chooses to opt out. 
Staff Discount
All staff receive a 20% discount on purchases from the Cathedral Shop and Refectory.  
Staff have access to an Employee Assistance Programme and Life Assurance scheme.
[image: ]Parking
Subsidised car parking is available in Salisbury Cathedral Close. 




HOW TO APPLY

To apply please complete the following forms and e-mail the following information to recruitment@salcath.co.uk ;
· Application Form including supporting statement
· Equal Opportunities Form
· CV

The closing date for applications is Tuesday 14th April 2026.

Due to the volume of applications we are currently receiving, it will only be possible to contact shortlisted candidates regarding the outcome of their application. If you have not been invited to attend an interview within 2 weeks of the closing date, please assume your application has been unsuccessful. 
Thank you for your understanding and for your interest in working at Salisbury Cathedral.
If you are invited for interview, you will be asked to produce evidence of your eligibility to work in the UK. 
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