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Thank you for enquiring about the post of Caretaker and Events Facilitator at Sheffield 

Cathedral. We hope that you will find this information pack useful, and that you will consider 

applying for this interesting post.  

 

The Cathedral is seeking to enhance our small staff team by appointing 2 part-time 

Caretaker and Events Facilitators. This post plays a key role in assisting the Dean’s Verger 

to ensure the smooth running and upkeep of the Cathedral, to co-ordinate the operation and 

maintenance of the Cathedral complex, and to be first point of contact for visitors. 

 

This is a 0.5 FTE role (20 hours per week) and unsociable hours of working will be required. 

 

Applications should be made using the application form which can be found on the 

Cathedral’s website www.sheffieldcathedral.org. The form, together with a covering 

email/letter, should be sent to nicola.burgin@sheffield-cathedral.org.uk by midday on Friday 

22 February 2019. 

 

Interviews will be held at the Cathedral on Monday 4 March 2019. 

 

 

Fran Joel 

Chief Operating Officer 

 

February 2019 

  

http://www.sheffieldcathedral.org/
mailto:nicola.burgin@sheffield-cathedral.org.uk


About the Cathedral 

 
Sheffield Cathedral was first built in 12th century and is the oldest building in the city in continuous 

use. The building tells the history of Christianity in Sheffield and of the stories of the people living 

and worshipping here. Formerly the parish church of Sheffield, it was granted cathedral status in 

1914. The Cathedral stands as sign of God’s love for all who visit. We are open every day of the 

year; a place of sanctuary and meeting, of exploration and excellence, a place for all people. 

 

 

Our history 

 

The Cathedral tells the story of Sheffield, from its origins in the early 12th century when William de 

Lovetot built the first Church on this site, through the town’s development and growth over the 

centuries, to the vibrant and diverse city it is today. The Sanctuary, the most easterly part of the 

Cathedral, dates to the Norman church that stood here. The chevron stonework of the original 

church can still be identified on the east wall, although it is thought that the Norman church was 

destroyed in the 13th century and stone was reused by the stonemasons building the church here 

in circa.1430.  

 

The chancel, tower and spire completed the medieval parish Church in the early 15th century, 

built in the perpendicular style typical of many English churches. The tower and spire of the 

church has dominated the Sheffield skyline for six hundred years. The cancel houses the 

beautifully carved canons’ stalls and Cathedra, the seat of the Bishop, which was designed by Sir 

Charles Nicholson in the 1930s. The roof of the chancel features gilded angels which date from 

the medieval church although their wings were added in the 1960s.  

 

After gaining Cathedral status in 1914, plans were drawn up to extend the building. In the 1930s 

the building was extended to the North with the addition of the Crypt Chapel of All Saints, the 

Chapel of the Holy Spirit and St George’s Chapel (this would have been the Sanctuary of a much 

larger and re-orientated Nave). This extension also included the addition of the Cathedral corridor 

and Chapter House. The plans would have seen the extension of the Cathedral out across the 

Cathedral Square to where the tram stop is now located, however the outbreak of the Second 

World War halted the plans and they were never resumed.  

 

Over the last 15 years there has been further redevelopment to make this ancient building suited 

for its modern-day purposes. In 2007, the Community Resources Centre (CRC) was opened. The 

facilities comprise a suite of meeting rooms, gallery space (now the Cathedral’s coffee shop) and 

the Cathedral Archer Project, a day centre for homeless and vulnerable people. This was the first 

phase of larger plans to re-order the Cathedral which were completed in 2013. The Gateway 

Project included the building of a new entrance, the renewal of the Cathedral heating and lighting 

systems, new flooring and redecoration, replacing the pews with movable benches and the 

implementation of a scheme of heritage interpretation. The project brings the material heritage of 

the Cathedral alive for heritage visitors and pilgrims alike. 

 

 

 



The Cathedral today 

 

Today the Cathedral embraces its role as the mother Church of the Diocese of Sheffield. The 

Diocese has a population of 1.25 million, covering most of South Yorkshire and parts of the East 

Riding of Yorkshire, but centred around the commercial districts of Sheffield, Rotherham and 

Doncaster. Sheffield Cathedral sits at the southern-most point of the Diocese and despite the 

geographic distance, the Cathedral remains connected to parishes across the Diocese.  

 

 Sheffield Cathedral receives over 200,000 visitors per year. Around 10% of our visitors come to 

share in our pattern of daily liturgy, with average Sunday morning eucharist attendance of 165 

and weekday evensong attendance of 32. The Cathedral’s worship reflects the richness of 

Anglicanism; its sacramental ministry and choral tradition. Around 18% of those who visit come to 

use our retail outlets; our coffee and gift shops. The remaining visitors come to experience the 

heritage of our ancient building, to enjoy the stillness of this sacred space or to participate in the 

range of activities on offer.  

 

 It has been five years since the completion of the Gateway Project and in that time our approach 

to visitors has been transformed. The Cathedral is open every day of the year and there are 

always Welcomers and Guides on duty to greet visitors when they arrive and support them as 

they journey through the Cathedral. Visits are enhanced by the interesting displays and literature 

available and we have a colourful, comprehensive guidebook available for visitors to purchase in 

the gift shop, where there are a range of other gifts and souvenirs to take away. Our specialist 

education volunteers cater for our group and school visits and there has been some particular 

work to develop this over the last twelve months. Our coffee shop has won awards for the last 

two years and is popular with both visitors to the Cathedral and others in the city.  

 

 We have a weekly programme of activities from heritage talks and specialist tours to recitals, 

concerts and exhibitions. We work closely with Sheffield City Council and Sheffield’s two 

Universities to engage with their activities including the Festival of the Mind and Off the Shelf. 

The Nave is regularly hired for banquets, receptions and other events and Chapter have fully 

embraced the need to be commercial in its outlook if the Cathedral is to be sustainable.  

 

Governance 

 

Sheffield Cathedral is governed by the Cathedrals Measure of 1999 and by its own Constitution 

and Statutes which conform to the Measure. The Cathedral Chapter has 10 members; the Dean, 

Canon Precentor and Vice Dean, Canon Missioner, Treasurer, Deputy Treasurer, two 

Churchwardens, an Honorary Canon and two further members appointed by the Bishop. The 

Chief Operating Officer and Chapter Clerk are in attendance. Chapter is chaired by the Dean and 

meets monthly. Chapter is supported by the Cathedral Executive Team comprising the Dean and 

Residentiary Canons, the Chief Operating Officer and the Director of Music. The CET meet 

weekly to discuss operational matters and implement Chapter’s strategy.  

 

The Cathedral has a small but dedicated staff team (15 full time equivalents plus a professional 

choir of Choristers, Lay Clerks and Choral Scholars) who support of the day-to-day running of the 

Cathedral for liturgy, events and visits. The Cathedral is also supported by over 150 volunteers 

who have a wide range of expertise and support Cathedral life and mission.   



JOB DESCRIPTION – Caretaker and Events Facilitator 

 

JOB TITLE: Caretaker/ Events Facilitator  

REPORTS TO: Dean’s Verger 

RESPONSIBLE 
FOR: 

- 

BASED AT: Sheffield Cathedral 

CURRENT 
POSITION HOLDER: 

 

 

SUMMARY OF ROLE: 
As part of the verger department team, the Caretaker/ Events Facilitator plays a key part in 
assisting the Dean’s Verger ensure the smooth running and upkeep of the Cathedral and to be a 
first point of contact for visitors to the Cathedral. 
 
The Verger Team will work closely with the Cafe and Events Manager and the Director of 
Operations to coordinate the operation and maintenance of the Cathedral complex (including CRC 
and Cathedral Forecourt). 

 

DUTIES & RESPONSIBILITIES 

General Duties – Liturgical Responsibilities 
1.  Assist in the creation and holding of a safe sacred space for worship. 

2.  Work to strict time schedules. 

3.  Storage, preparation and maintenance in good order of silver, vestments, robes, altar linen, 
service books and anything required for the liturgy of the Cathedral. 

4.  Assist in dealing with any form of disruption or incident which may happen during a service 
or event. 

5.  Assist with clearing away and tidying up after services 

  

General Caretaker Duties – Security, Cleaning and Maintenance 
6.  Open and lock the Cathedral when required. 

7.  Clean staff toilets and kitchens as prescribed in the cleaning schedule 

8.  Clean staff offices as prescribed in the cleaning schedule 

9.  Clean all internal and external areas of the Cathedral and grounds according to the 
agreed schedule. Monitoring the general cleanliness and condition of the building, taking 
action or reporting as appropriate. 

10.  Carry out internal high-level cleaning when required, using the scissor lift.  

11.  Carry out general maintenance of the roof and gutters, and minor repairs to the Cathedral 
fabric as requested.  

12.  Report faults and repairs in the maintenance log book, taking necessary action and report 
to relevant person for possible further action. 

13.  Issue keys and where necessary supervise contractors and others as necessary, ensuring 
they sign in and the security of the Cathedral is maintained. 

14.  Deal with disruptive incidents and where necessary in partnership with external agencies. 

15.  Act as a fire marshal, being able to operate fire-fighting apparatus and implement 
emergency procedures. 

16.  Act as qualified first-aider. 

 

General Caretaker Duties – Events 
17.  Prepare the Cathedral and meeting rooms for services, events and meetings. This 

includes building stages up to 5 tiers and moving the cathedral benches. 

18.  Act as duty manager of the building at concerts and other events within the Cathedral and 
on the Cathedral Forecourt, in order to ensure security and safety.   

19.  Liaise with the Cafe & Events Manager with preparations for meetings and other events 
as required within the CRC, attending ‘event’ meetings. 



20.  Operate the sound system at events where required.  

21.  Liaise with external agencies where appropriate. 

22.  Work alongside stewards and volunteers as required to ensure the safe running of events. 

 

General Duties: 
23.  Comply with all Cathedral policies. 

24.  Carry out any reasonable request from The Dean, Canons or senior management team. 
This could include any task deemed to be within my capabilities. 

25.  Maintain a healthy and safe environment for yourself, colleagues and visitors – reporting 
and dealing with any hazards as necessary. 

 
 
At Sheffield Cathedral we all need to work together to reflect our strategy and vision; this 
makes team work vital. Whilst we all have our own specific duties related to our skills and 
expertise, it is important that we all co-operate and collaborate with each other and all 
departments, undertaking the general duties that we are all able to do.  
 
We are in a changing environment and the detail of this job description will evolve to reflect 
these changes, through conversation and practice. Our job descriptions are linked to our core 
competencies and behaviours, which explain ‘how’ we should do our jobs. We will endeavour 
to update the job description on an annual basis and we will use it as part of managing 
performance. 
 
 
 
  



PERSON SPECIFICATION – Caretaker and Events Facilitator 

Terms and Conditions: 

Salary  £18, 720 pro rata 

Holidays 26 days plus bank holidays pro rata 

Pension 3% Auto-enrolment 

Benefits Westfield Health 

 Access to reduced rate Personal Fitness Trainer 

 

The person holding this role must: 

1.  Be able to demonstrate an ability to provide confident and clear instruction to 
colleagues and contractors where necessary. 

2.  Have the capacity for creative thinking, and be receptive to new ideas and willing  
to promote them. 

3.  Be physically capable of performing a full range of manual/heavy lifting and  
cleaning duties. 

4.  Possess excellent and versatile communication skills and be able to represent the 
Cathedral appropriately to stakeholders and visitors. 

5.  Be able to demonstrate a capacity for taking on significant levels of responsibility  
(such as managing a large public building with limited supervision) 

6.  Be able to show evidence of strong decision-making skills and sound judgement 
whilst working under pressure. 

7.  Have strong organisational skills and an eye for details when undertaking work. 

8.  Be able to demonstrate an ability to work well within a team environment. 

9.  Be efficient in use of time, and flexible in approach to the post. 

10.  Be able and prepared to work some unsociable hours (evening, weekend and  
holiday shifts). 

It would also be highly desirable for the person holding this role to: 

11.  Be confident in taking a leading role within high profile public events and speaking 
in front of large groups of people. 

 


