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Chorister Liaison Officer




[bookmark: _Hlk195610068]ROLE SUMMARY
The role of Chorister Liaison Officer contributes to the mission and ministry of the Cathedral by providing assistance to the Director of Music in ensuring effective administration support and communications with Chorister parents and the Cathedral School.  The postholder will have excellent organisation and technology skills, be approachable and able to build good relationships with the Cathedral, School staff and Chorister parents.  

Due to the responsibilities of the role, a DBS is essential as is willingness to undertake appropriate safeguarding training.

The postholder will also need to work closely with staff at Salisbury Cathedral School.

[bookmark: _Hlk223943143]PRINCIPAL TASKS AND RESPONSIBILITIES
General

1. To assist the Director of Music, Cathedral and School staff in ensuring effective administration and communication of information to Chorister parents.  
2. To work closely with the Cathedral School in support of the choristers undertaking the duties in the Cathedral.
3. To develop good working relationships with colleagues at the Cathedral and in the Cathedral School in relation to choristers.
4. Attend meetings as required, these will include Monday morning engagement with choristers and parents, the weekly School assembly in the Cathedral and others as necessary.  

Welfare and Safeguarding

1. To support the welfare and pastoral care of the choristers by ensuring accurate information is maintained.  This will include ensuring medical and dietary information is current and records are maintained.  
2. To notify appropriate members of staff at the Cathedral and in the Cathedral School, of any welfare or health and safety concerns regarding specific children, ensuring information is provided and included on the pupil’s school record in line with policies and procedures.  
3. To ensure that any safeguarding concerns are reported immediately to the designated staff with safeguarding responsibilities at the Cathedral and the Cathedral School.
4. To undertake the necessary safeguarding training required by the Cathedral School and the Cathedral.  To ensure that all safeguarding policies and procedures are followed and complied with.  
5. To liaise with the Boarding House staff to ensure clear communication around pick-ups, drop-offs and other logistical and care related matters.
6. To work with due regard to confidentiality and the principles of Data Protection, encouraging others to do the same.

Administration and Communication

1. To ensure efficient and proactive communications with chorister parents, providing information in good time and responding promptly to questions and concerns.
2. To maintain the online calendar of information for chorister parents, ensuring it is kept up to date and gives accurate information to parents.  
3. To liaise with the Cathedral’s Music Officer and Cathedral School staff in the provision of information for choristers and chorister parents.  This will include details of choir commitments, the Chorister Handbook and information for the school website.
4. To keep records of fees earned by the choristers for external events and ensure those choristers leaving the choir are paid what is due to them.
5. To advise the Vestry of any repairs or alterations required to Chorister Robes and liaise with them when Chorister Robes need to be cleaned. 
6. To assist with the set-up and development of the Choir tour, ideally attending to provide cover and support.


Arrangements for Exeats and Chorihols
Outside of the School term choristers are involved in Exeats (which generally occur 6 times in the year) and Chorihols (which occur 3 times in the year).

1. To liaise with the staff responsible for Choristers during Exeats and Chorihols to ensure they have accurate and timely information.  
2. To organise booking arrangements for Chorister trips and activities during Exeats.
3. To organise staffing cover and the activity schedule for Exeats and Chorihols, updating and maintaining documentation associated with this.  
4. To be responsible for preparing and administering collation, distribution and communications of information, including medical lists, registers, permission forms, letters to parents and similar.
  




This job description is intended as a working document giving guidelines for the major tasks.  It is anticipated that the post will develop and working practices will change; 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.
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	KNOWLEDGE AND EXPERIENCE
	ESSENTIAL (E) OR DESIRABLE (D)

	Educated to A Level Standard or above.

	E

	Demonstrable experience of organising and carrying out essential administration tasks such as gathering and collating information, preparing and issuing communications, liaising with multiple colleagues to ensure accurate and timely provision of information. 

	E

	Proven ability to work collaboratively across different teams or work areas to ensure an effective outcome.

	E

	Experience of coordinating arrangements for events or activities such as school trips, raising purchase orders, checking invoices and claims.

	E

	Knowledge of and sympathy towards the services and worship of the Church of England.

	D

	Good awareness of safeguarding and its importance.

	D

	SKILLS AND EXPERTISE
	

	Ability to engage and communicate with a wide range of people including colleagues and others, such as chorister parents.

	E

	Excellent communication skills and ability to build relationships, ensuring information is cascaded in a timely manner.
	E

	Excellent attention to detail, good at maintaining records, databases and keeping information up to date.
	E

	Efficient administration skills, well organised and proactive.

	E

	Good computer skills, experienced in using Microsoft Office and other software packages.  
	E

	Self-motivated and able to use own initiative.

	E

	ATTRIBUTES
	

	Ability to appreciate, empathise with, and support the values, purpose and culture of Salisbury Cathedral. 
	E

	Well organised, able to prioritise workload and use own initiative.

	E

	Relational in approach, personable and able to interact well with people at all levels.
	E

	Ability to be flexible and adapt to change as required.

	E


	
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 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
£15 an hour
Working Pattern
The role is predominantly term time; although Exeats and Chorihols are not, therefore, some cover and flexibility will be required during the holidays. 

Hours of Work: 10 hours per week covering

Monday 	7.30am – 11.30am (includes engagement with chorister parents)
Tuesday 	9.00am – 11.00am  (includes the weekly planning meeting)
Friday 	7.30am – 11.30am (including attendance at School assembly in Cathedral)

Annual Holidays
The FTE holiday entitlement is 25 days per annum plus public holidays. Pro-rata for part time staff.  Staff are also entitled to a day off for their birthday. 

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 9am on Monday 10th August 2026
Interviews will be held during August, date to be advised. 

 
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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