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HEAD VERGER

Background

The post of Head Verger will become vacant from …….. because… 
This full-time post will be held by a communicant member of the Church of England or another Christian Church in communion with the Church of England.

The Head Verger works within the church’s management team and is responsible to the ……….. ? 

The Head Verger is responsible for the management, co-ordination and administration of the Vergers’ Department’s activities. The Head Verger should be committed to collaborative working with both ordained and lay colleagues, and with a large and active team of volunteers.

The Head Verger is responsible for a team of ….  other vergers / full time  / part time  /  and the oversight of  full-time/part-time caretaker / cleaner/s. The vergers have an important responsibility for the proper functioning of the church as a place of worship and for the many activities that take place within it. The church prides itself on being an efficient, friendly and welcoming place and it is essential that a new Head Verger would wish to maintain and develop this atmosphere and way of working.
An outline list of duties appears in the Job Description. This will be subject to change by mutual consent, according to changing circumstances.

Person specification

The Church Authorities wish to appoint an experienced and professional person who has:

· experience as a verger in a large church or similar environment 

· personal qualities necessary to supervise, motivate and enthuse other members of the team

· skills necessary to plan and manage events in collaboration with others
· a sense of the value of well-ordered worship and its contribution to the church’s wider ministry and mission

· a sound grasp of liturgical principles

· the ability to work well under pressure

· demonstrable IT skills and administrative competence, including the ability to plan, schedule and work to deadlines

· the financial skills necessary to plan, implement and monitor an agreed budget

· good communication and interpersonal skills

· the confidence and self-discipline necessary to take initiatives and to work independently

· a genuine commitment to collaborative working

· the capacity to value and support the volunteers who work in the church  
· the flexibility to respond positively and appropriately to new opportunities and challenges

· the ability to manage others within an agreed policy framework

and who: 

· is committed to working in a Christian setting 

· is stimulated by the high expectations of others

· is a person of integrity with a high level of personal reliability and responsibility

· shows a maturity of character and a sense of humour.
JOB DESCRIPTION

Position:

Head Verger

Department:



Reporting to:


Oversight:



DUTIES OF THE POST

1. Management of the Vestry team

1.1. Be responsible for the management, conduct, discipline, and general welfare of the vergers, in association with the [line manager ] 
1.2. Manage the team of cleaners  / caretakers, ensuring appropriate staffing and practical arrangements for all services and secular events are put in place. NB This includes weekends and Bank Holidays.

1.3. Direct and supervise members of the vestry so as to maintain and develop standards of liturgical excellence.

1.4. To delegate to vestry colleagues appropriate duties and responsibilities, in consultation with the [line manager ]
1.5. Ensure there is an appropriate programme of induction and training for the vergers and caretakers.

1.6. Participate in the review and appraisal processes of other members of the vestry, both formal and informal, providing them with regular feedback and opportunities for professional development.

1.7. With the Line Manager be responsible for making recommendations to the church authorities for the appointment of vergers, caretakers and other vestry staff and volunteers.

1.8. ensure that requirements for the use of the sound system at services and other events are known and understood by the team, that any operational faults are reported to the appropriate agency. 
2. Routine administration

2.1. Prepare duty rotas to ensure that the necessary number of vergers is available for all services and events, in order to carry out all agreed duties and allowing for a fair distribution of time off, overtime and annual leave. In consultation with the [line manager] to approve leave requests for vergers, caretakers and associated part-time staff.

2.2. Play a part in the efficient management of the church diary and ensure that up to date information is shared with other users of the church where necessary.

2.3. Ensure there is a correct record of all overtime and additional duties in respect of all events and non-statutory services and to forward to the [Accounts Department] and details of costs chargeable to organisations for staff overtime and use of Cathedral facilities.

2.4. Set and monitor the routine and capital budget for the Vestry, in collaboration with the [Line manager] 
2.5. Maintain catalogue of all plate, vestments, furniture etc  (under the oversight of  ?? ) and record any loan agreements for vestments or liturgical items lent out of the church. 
2.6. Maintain the Register of Services and the other registers in good order and prepare necessary returns to the Archbishops’ Council and other official bodies.

2.7. To be responsible for the ordering and stock control of supplies of candles, communion wafers, wine and other liturgical requirements, as well as cleaning equipment and materials, and ensure that invoices are sent to the [Accounts Department] for payment.

3. Routine meetings and communication

3.1. Arrange and facilitate a regular meeting with the vergers [and caretakers.]
3.2. Attend regular planning meetings to monitor and review all liturgical and music events.

3.3. Liaise with the ???     and others to ensure appropriate arrangements are put in place for routine and special services.

3.4. Meet regularly with the  ????      as appropriate, to discuss any supervisory and pastoral issues affecting the vergers or caretakers that may arise.

3.5. Attend the parish staff meeting.

3.6. Make and maintain good working relationships within and beyond the church community.

3.7. Meet with the [Chief Steward / Churchwardens ] and others to plan the rota of Stewards’ duties, 
3.8. Participate, either as member or attendee, in other necessary and relevant meetings. 

4. Preparation for services

4.1. Maintain the dignity of the church as a place of worship through the care and attention given to all duties carried out by the Vestry team.

4.2. Plan and supervise the necessary preparations for each of the services, keeping records and plans of the most important information, including seating plans and furniture arrangements.

4.3. Attend rehearsals for services, as necessary, or arrange for a deputy, and take responsibility for briefing the rest of the vestry team.

4.4. Distribute rubrics and service sheets to participants. 

4.5. To participate in services in accordance with the church’s traditions under the direction of ??? 

4.6. Supervise the routine care of service and hymnbooks, vessels, altars and vestments, advise [line manager ] when repairs or replacements are required, and ensure that arrangements are made for the laundry of the robes of vergers, choir and clergy.

5. Internal and external events

5.1. Attend (or arrange for a deputy to do so) all planning meetings for services and events held in the church by internal and external bodies, including the Diocese.

5.2. Ensure that vergers and caretakers carry out agreed arrangements in an appropriate way.

5.3. Liaise with [line manager] other members of staff, external organisations and the Concert Steward co-ordinator over all detailed arrangements for concerts and secular events.

5.4. undertake responsibility for all staging and seating requirements for routine services. 
5.5. Liaise with [line manager ] over the staging, lighting and sound requirements for concerts and special events, and the regular operation of the sound system for services and concerts.

6. Care of the Cathedral building

6.1. Maintain the highest standards of cleanliness and order of the interior of the church, vestries and porches.  Formulate and execute a routine cleaning plan.

6.2. Through the ????  , liaise with the  Architect and his staff, and contractors working in and around the church, in order to co-ordinate and schedule the work to be carried out.

6.3. To ensure that a member of the vestry team is responsible for the day-to-day care of the church  clocks.

7. Ministry of welcome

7.1. 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.

7.2. Support the work of other local organisations to promote the church and provide advice and assistance.

7.3. Liaise with the voluntary helpers and groups, including the Guild of Stewards, Holy Dusters, embroiderers, flower arrangers, etc. 

7.4. Make appropriate arrangements to look after lost property.

8. Safety, security, technical elements

8.1. Welcome, supervise and ensure the safety of visitors as Duty Verger 
8.2. Assist the ?????   in relation to all Health and Safety and Fire Officer matters.

8.3. Act as responsible key holder in the event of fire, intruder alarm activation, in liaison with the Churchwardens 
8.4. Be a member of the Fire, Health and Safety committee and the Major Disaster Recovery Team.

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

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

8.7. Have responsibility in liaison with the Churchwardens for the security of the church, and delegate to the Duty Verger as appropriate morning unlocking and evening locking up of the Cathedral.  

8.8. Attend at concerts, exhibitions or similar functions in the evening or at other times when on duty as Duty Verger.

8.9. Liaise with the Churchwardens with regard to cash handling and the emptying of donations boxes 
8.10. Liaise with the Parish Treasurer concerning cash handling according to standard agreed procedures.

8.11. Operate the sound system, cleaning equipment, fire, security and alarm systems as required.

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

8.13. Issue to members of staff, as appropriate, and keep records of keys, keeping all necessary records.
HOURS

Approximately 40 hours per week (excluding breaks) working on a rota basis 5 out of 7 days per week.  Hours are varied but between 0700hrs and 1900hrs Monday to Saturday and 0700hrs and 2000hrs Sunday.   The position holder should be flexible in their approach to hours worked as these will be dictated by operational needs.  Overtime is offered to Vergers who opt out of the 48 hour Working Time Regulations.

SALARY AND BENEFITS

Grade




Salary 
£ ????    per annum 

Pension
The PCC contribute 7½% of salary into a Stakeholder Pension Scheme

Life Assurance
Staff in the pension scheme are insured against death in service 1 x annual salary.

Workwear
Vergers are provided with two sets of robes to wear when on duty, and dust coats when on cleaning tasks

Holiday
Based on 40 hours per week, the annual entitlement is 35  days which includes 8 statutory holidays 

PRE EMPLOYMENT REQUIREMENTS
A satisfactory disclosure from the Criminal Records Bureau will be required upon employment. This position is exempt from the provision of Section 4(2) of the Rehabilitation of Offenders Act 1974 by virtue of the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975.  The grounds on which it is exempt are that in the normal course of your duties you will have access to persons under the age of 18, and that your normal duties will be carried out wholly or partly on the same premises where the provision of training to persons under 18 takes place.  Applicants are therefore not entitled to withhold information about convictions which for other purposes are “spent”.  The CRB Code of Practice is available on request; alternatively you can obtain it from the CRB website www.disclosure.gov.uk.

A pre-employment medical assessment will be required to confirm that the applicant is fit enough to fulfil the requirements of the position.

ADDITIONAL INFORMATION

This job description is provided to assist the post holder to know their principal duties.  It may be amended from time to time in consultation with the post holder, by, or on behalf of, the Head of the Department, without change to the level of responsibility appropriate to the grading of the post.

Updated November 2009

Agreed by Head of Department                          Agreed by Post holder

……………………………………..                          ………………………………….

Date ……………………………….                  Date ……………………………

PERSONAL SPECIFICATION

The personal specification below indicates the qualifications, experience, knowledge and skills required to undertake the role effectively. 

	Essential
	Desirable

	Professional qualifications:

None required
	
	

	Academic qualifications:

General good all round education


	(

	 

	Experience:

Previous experience in a similar position within a Church or Cathedral, salaried or voluntary
	
	(


	Knowledge:

Understanding and appreciation of Anglican worship

Awareness of the terminology and language of the Anglican Church

First Aid Certificate

Full awareness of fire, health and safety, data and child protection policies and procedures

Understanding of and sympathy with the aims and purposes of the Cathedral, its mission and ministry


	(
(
(

	(
(


	Memberships:

 The Church of England Guild of Vergers

 
	 
	(


	Personal attributes:

Happy and cheerful nature with a willingness to learn

Flexible approach to working hours as evening and weekends will be involved

Good people, communication and organisational skills

Able to work in a team and interact with all levels of 

staff and members of the public

Sufficiently active and fit enough to lift and move equipment and furniture in order to fulfil the requirements of the position
	(
(
(
(
(
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