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Job Description and Person Specification

	Job Title
	Music Department Officer (part-time) 14 hours per week

	Salary Grade
	
Salary Band 7 (£28,810 - £33,514) per annum pro rata


	Section / Team
	Music Department

	Reporting to
	
Director of Music


	Reporting to the job holder
	
None


	Date of issue
	November 2026



	Overall Purpose of Post

	Guided by the Cathedral Vision and Strategy initiatives, to provide administrative support to the Music Department.



	General Duties

	General duties of all Cathedral staff include:

· Retain focus on the Cathedral’s Operational Plan and strategic priorities.
· Comply with Health & Safety and Cathedral policies at all times.
· To ensure the highest standards of safeguarding children and vulnerable adults
· To always treat everybody with respect and embody the Cathedral Culture Charter 
· Undertake appraisals and personal and professional development
· Undertake any other reasonable duties appropriate to the role 





	
	Responsibilities and Accountabilities
	Nature and Scope of Role

	1
	Provide managerial and administrative assistance to the Director of Music
	This includes:  
· communicating with the families of Choristers
· producing the annual Music Department dates List, and online Calendars 
· liaising with all Cathedral departments to ensure that Music Department events are managed, promoted and scheduled within the Cathedral diary
· scheduling and booking the chorister singing teach and authorizing associated invoices
· respond to general enquiries to the Music Department, e.g. from composers, and prospective artists
· triaging enquiries about joining the residentiary choirs

	2
	Be responsible for administration of Music Department personnel matters
	This includes:
· liaising with Diocesan HR for all administration to support the people management of music staff, e.g. updating JD,  DBS checks, contracts, recruitment, appointments, auditions etc.
· managing Music Department input to Artifax
· managing internal rehearsal venues for all the choirs and Small Sounds
· providing a contact point for prospective staff and prospective chorister parents
· monitoring all information relating to choir absences and sickness via ‘Dimittis’ 
· monitor deputies via ‘Dimittis’
· maintaining the Choristers and Parents Handbook

	3
	Manage CD recordings and BBC Broadcast bookings and finances
	This includes:
· booking recording time into Cathedral diary as needed


	4
	Liaise with the Music Department
for tours and outings for the Cathedrals Choirs. 


	This includes:
· managing the choirs when they sing in the Diocese and further afield
· ensuring payment of choir members as appropriate
· booking additional deputy chorister chaperones in conjunction with Department Staff
· ensuring transport arrangements are in place


	5
	Overseeing the production of programmes for Music Department events
	· collating information for events such as annual Cathedral Choir concert, JVP, TVP etc.
· liaising with marketing to produce copy and to print in time


	6
	Arranging and managing the weekly Music Department Meeting

	· Ensuring full attendance from staff and re-arranging if necessary
· Producing an agenda and minutes/actions each week


	7
	Liaise with and assist the Assistant Director of Music Choral on managerial and administrative matters of the Cathedral choirs

	This includes: 
· all Chorister matters (boys and girls)
· the St Benedict’s Singers
· the Trinity Singers
· Cathedral Junior Choir


	8
	Organise the production of the monthly music list

	This includes: 
· preparation of music list planner sheets keeping a careful note of special services and changes to the usual schedule of choral services
· managing monthly deadline for production of the music list
· collating visiting choir information


	9
	Support Chorister recruitment and other specific Chorister issues for the Director of Music
	This includes: 
· liaising with staff from various departments at King’s School re: promoting chorister trials, voice trails, parents meetings, organisation of chorister routine, scholarships
· updating, when necessary, the Chorister Safeguarding policy

Chorister Reports
· liaising with the Chorister Tutor about deadlines
· maintaining computer record of reports
· Chorister Prizes
· discussing candidates with Music Department
· informing King’s School, Sanders Society and Evans Memorial Trust of recipients of prizes, and ensuring they are invited to end of year celebrations


	10
	Be responsible for liaison with the King’s School on development matters and chorister bursaries

	This includes: 
· attending meetings of the Cathedral and the annual King’s School joint working party committee
· completing CSA papers for King’s School returns

	11
	Be responsible for all licensing administration
	To include:
· BOPA
· broadcasting and performances


	12
	Liaise with the Assistant Director of Music (Organ) about booking and managing Visiting Choirs
	To include
· operational administration
· administration around music, psalms etc



PERSON SPECIFICATION
	Attributes
	Essential
	Desirable

	Knowledge Skills & Experience
	· Experience of working in an office
· Experience of working with children
· Sound IT skills including the use of Office, Outlook and web based usage; 
· appreciation of British choral music and repertoire;
· ability to read music
· excellent communication and interpersonal skills.
	· Previous experience in an arts administration background

· Experience of working with children in an educational setting 

· knowledge of Anglican liturgy

	General
	· Be in sympathy with the aims and ethos of the Cathedral.
· Have experience of working in a musical environment.
· A high degree of confidentiality, and flexibility.
· A willingness to work in a team 
· A willingness to deal helpfully and pleasantly with a variety of people 

	

	Personal Qualities
	· Prepared to work hard to meet deadlines;
· team worker;
· prepared to travel to choir tour destinations;
· professional, friendly and welcoming, both face to face and on the telephone; 
· able to work on own initiative.
	

	Qualifications and Training
	· Good general education, including GCSE English and Maths or equivalent.
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