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	Job Title:
	Cathedral Receptionist

	Department:
	Cathedral Church of St John the Evangelist, Salford

	Reports to (job title):
	Cathedral Business Manager 

	Accountable to:
	Cathedral Dean 


	Key relationships:
	Parish and retired clergy in residence in the Cathedral House
Cathedral Staff and volunteers 
Parishioners
Contractors
Visitors


	Location:
	Cathedral Church of St John the Evangelist, Chapel Street, Salford
	Travel Required:
	No

	Level/Salary Range:
	
£13,988 (actual)
£24,470 whole time equivalent
	Position Type:
	Part Time Permanent

	Hours of Work:
	20 per week
0900-1300 Mon-Fri

	Holidays
	5 weeks’ leave , plus 5 closure days, plus statutory bank holidays.

	Overview and job purpose:

	Main Purpose of the Role

To provide a professional, welcoming reception service for the Cathedral and support the administrative functions that enable the Cathedral to operate efficiently.


	Job Description:

	Reception

· Welcome parishioners, visitors, volunteers and contractors in a warm, courteous and professional manner. 
· Answer telephone calls and respond to email enquiries. 
· Direct visitors to the appropriate member of staff or department. 
· Receive deliveries and post. 
· Maintain the office and reception area to a high standard. 
· Document interactions and requests appropriately to enable shared access and reporting.


Administration
· Provide administrative support to the Cathedral Dean and Operations Manager. 
· Prepare letters, documents and reports as required. 
· Maintain electronic and paper filing systems. 
· Assist with diary management and meeting arrangements. 
· Support the administration of room bookings and events. 
· Order office supplies and monitor stock levels. 
· Update databases and maintain accurate records. 
· Assist with producing service sheets or other Cathedral communications when required. 

Parishioner and Visitor Support
· Provide information about Cathedral services, events and visitor facilities. 
· Support Cathedral events in a flexible way as required.
· Handle enquiries with sensitivity and professionalism. 
· Promote Cathedral events and activities where appropriate. 

General Duties
· Work collaboratively with clergy, staff and volunteers. 
· Maintain confidentiality in all aspects of the role. 
· Comply with Cathedral policies, including Health & Safety and Safeguarding. 
· Undertake other reasonable duties as requested by the Cathedral Dean or Business Manager.


	PERSON SPECIFICATION

	

	
	Essential
	Desirable

	Qualifications and training:
	· Maths and English GCSE or equivalent qualification/ experience
	

	[bookmark: _Hlk18320141]Experience:
	· Previous reception or administrative experience. 
· Experience of working in a customer-facing role. 
· Experience of working independently and as part of a team.
	· Experience of working within a church, charity or heritage organisation. 
· Experience of event administration.

	Knowledge, skills, and abilities:
	· Excellent interpersonal and communication skills. 
· Strong organisational skills and attention to detail. 
· Ability to manage multiple tasks and prioritise workload. 
· Good IT skills (MS Office, etc.)
	· Knowledge of Microsoft Teams and databases.

	Personal qualities:
	The successful candidate will have:
· Friendly and welcoming manner. 
· Professional approach with discretion and confidentiality.
· Reliable, self-motivated and with a proactive work ethic. 
	

	Other requirements:
	· This post is subject to a Disclosure by the Disclosure and Barring Service. 
· All employees of the Diocese are expected to work to promote the safeguarding of vulnerable groups.  
· An understanding that the Diocese of Salford is a faith-based religious organisation and the ability to work with sympathy towards and respect for the values and ideals of the Church.
· Willing to undergo further training and development as required.
· Able to represent the high standards expected of all staff with a clean and smart appearance.
	

	The above description is not intended to be an exhaustive list but to indicate the main responsibilities of the post.  It may be amended from time to time, after consultation with the post holder.  Any changes will be agreed in conjunction with the Head of Department.

	Other Information:

References and Reports
· Two professional references will be required prior to commencement of employment.
· A Disclosure and Barring Service check will be undertaken for the post-holder of this role 

Health and Safety: All employees are required to take reasonable care of their own health and safety and that of others who may be affected by their acts or omissions.

Confidentiality: During their employment, the post-holder may gain knowledge of confidential matters which may include personal or business-related matters.  Such information must be considered with high levels of confidentiality and must not be discussed or disclosed.  Failure to observe confidentiality could lead to disciplinary action.

Data Protection: Where it is a requirement of the role, the post holder will have access to computers and other information technology.  They will be required to ensure that appropriate security procedures are followed and that confidential information such as passwords are not communicated to unauthorised individuals.

Safeguarding: The Diocese of Salford is committed to safeguarding all children and vulnerable groups at risk within its community. The Diocese aims to embed a culture of safeguarding to prevent abuse and to provide support to individuals who have been hurt by abuse, taking the necessary actions to reduce the likelihood of further harm. All diocesan employees are expected to contribute to the creation of a safe environment, challenge inappropriate behaviours and report concerns in line with procedures. 

In fulfilling the duties of this role, the post holder may come into contact with children or vulnerable adults.  Therefore, they must adhere to diocesan safeguarding procedures.

Environment: The Diocese of Salford is committed to creating an environmentally sustainable diocese and encourages employees to grow their knowledge and understanding of what it means to be responsible guardians and exercise good stewardship of resources.

Probationary period: This position is subject to completion of an initial probationary period of 3 months upon commencement of employment.

All Diocesan employees are expected to always work with the highest standards of conduct. Maintaining respect and dignity for colleagues, clergy and visitors is essential. Employees are also expected to support the creation of a warm, pleasant, and hospitable working environment.

	Compiled By:
	Clair Watson, Head of HR
	Date:
	July 2026

	Reviewed By:
	Cathedral Dean/COO
	Date:
	



	I accept and agree with the details contained in this job description.

	Signed by Employee:
	

	Date:
	

	Signed by Employer:
	
	Date:
	



	I hereby declare that I have received and understood the procedures on how to deal with allegations or concerns of abuse and will comply with the Church’s Safeguarding Policies and Procedures:  http://www.catholicsafeguarding.org.uk/national-safeguarding-standards/national-safeguarding-policy


	Print Name:
	
	Date:
	

	Signature:
	
	Department:
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