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PART 1 PART 1 PART 1 PART 1 ----    BACKGROUND INFORMATIONBACKGROUND INFORMATIONBACKGROUND INFORMATIONBACKGROUND INFORMATION    
 

Mission StatementMission StatementMission StatementMission Statement    
 
St Albans Cathedral exists to glorify God and, inspired by the witness of Alban, proclaim 
Christ’s message of love.  Our Mission is to: 

• be a community that reflects Jesus’ teaching; 
• share the faith and grow in faith; 
• deepen our unity with fellow Christians; 
• stand with St Alban for truth and justice; 
• offer a warm welcome to all; 
• serve the Bishop and Diocese of St Albans as their Cathedral Church; and 
• enhance, conserve and develop this holy place. 

 
About the CathedralAbout the CathedralAbout the CathedralAbout the Cathedral    
 
1. The Cathedral and Abbey Church of St Alban is the mother church of the Diocese of 
St Albans which serves the people of Hertfordshire, Bedfordshire, the Borough of Luton and 
parts of the London Borough of Barnet, Cambridgeshire and Buckinghamshire. St Albans is 
an ancient market town and the Cathedral is built on the site of the martyrdom of St Alban, 
Britain’s first Christian martyr. It still houses the shrine of St Alban and is a major site of 
Christian pilgrimage to this day. The city of St Albans is very close to London but has kept a 
separate identity and its sense of local community is still very strong. Its close proximity to 
the M1 and M25 motorways, airports at Luton, Heathrow and Stansted and a fast train link 
into London St Pancras (20 minutes) have made it a very desirable place to live. 
 
2. The Benedictine monastery (founded in 793) was dissolved in 1539 and became the 
parish church, which it remains today. It became a Cathedral in 1877 and it is in this dual 
role of a parish and cathedral church that it is a centre of worship and mission with a high 
local and national profile. There is a large and active congregation (some 1500 strong). 
Regular attendees is high, special services and especially Christmas services are packed. 
 
3. Its musical tradition is renowned throughout the world.  It hosts the biennial 
International Organ Festival, founded by Peter Hurford in 1963, which is the most prestigious 
organ competition in Europe, with the Cathedral and the cathedral organ at its centre. 
Numerous concerts of increasing diversity are held as well as events in partnership with the 
local community such as the St Albans Film Festival and the University of Herts Graduation 
ceremonies. There is also an award-winning Education Centre and a unique Adult Learning 
programme.   Ecumenical links are strong with honorary chaplains from the Roman Catholic, 
Free Church, Lutheran and Russian Orthodox traditions regularly conducting services at the 
Cathedral for their congregations.  
 
4. The work of the Cathedral is sustained by about 35 full and part-time staff and some 
700 volunteers. The Cathedral is also supported by a number of independent trusts and 
bodies concerned mainly with raising funds for a particular aspect of the Cathedral’s life.  
 
5. The Cathedral is in the middle of a National Lottery Heritage Fund supported  major 
development project, “Alban, Britain’s First Saint: Telling the Whole Story”.  A new Dean’s 
PA will join the team as we open our new Welcome Centre and improved visitor and 
learning facilities and launch our new exhibition.  Over the next few years we will be 
realising the benefits of these new facilities and delivering an ongoing programme of 
activities.   The overall aims are to make St Alban and his shrine better known both 



nationally and internationally, to achieve a step change in the number of visitors and the 
quality of the visitor experience.  
 
6. Further information about the Cathedral can be found on our web site: 
www.stalbanscathedral.org. 
 
PART 2: CONTEXTPART 2: CONTEXTPART 2: CONTEXTPART 2: CONTEXT    
 
The Cathedral Chapter is seeking to recruit an experienced personal assistant to support the 
Dean and to manage the Cathedral office. This is a very busy and responsible position, 
operating at the very heart of Cathedral life.  
    
JOB DESCRIPTION  JOB DESCRIPTION  JOB DESCRIPTION  JOB DESCRIPTION   
 
Reporting to the Dean and the Cathedral Administrator, the role requires close working with 
colleagues, clergy volunteers and numerous external stakeholders and VIPs. Main duties are: 
 

• Personal assistance, secretarial and administrative support to the Dean; 
initial point of contact, Dean’s diary, correspondence, typing , filing, 
preparing meeting papers, making refreshments, managing visits in and out, 
arranging travel, other tasks as requested by the Dean;  

• Oversight of the Cathedral Office Team as Office Manager 
• Supporting admin work for recruitment of Cathedral Clergy; 
• Assisting with planning for visits from local, national and international 

clergy, ecumenical partners and VIP guests; 
• Liaison with committees and organisations with which the Dean is 

associated, for example: Chapter committees, Cathedral Trusts, schools, 
charities Bishop’s Office, Diocesan Office; 

• Administration of College of Canons; maintain list of stalls and occupants, 
arrange installation services. Arrange Annual Meeting and Cellarer’s Feast; 

• Administration for the Cathedrals’ Annual Meeting; 
• Assist Diocesan clergy in finding cover for their services; 
• Overseeing arrangements for VIPs and preachers at the Festival Pilgrimage; 
• Support to Special Services and larger Cathedral events, including UH 

Awards and to one-off events, such as Election Hustings; 
• Liaison with the suppliers of the AV screens for large services; 
• Deanery housekeeping: maintaining stocks of tea, coffee and milk etc; as 

required and laundering tea towels; 
• Secretary for Abbey Liaison and College of Canons annual meeting; 
• Christmas; official card list, arrange reception and guest invites for Festival 

of Lessons and Carols; 
• Compilation of the Clergy Residence Rota, the Clergy Leave Rota, the 

Cathedral Directory and the Meetings Calendar; 
• Organising Staff celebrations, leaving parties and other social events 
• Helping out with Cathedral office to manage peak workloads or staff 

absences; 
• Other duties as requested by the Dean and the Administrator. 

 
PART 3 PART 3 PART 3 PART 3 ----    PERSON SPECIFICATIONPERSON SPECIFICATIONPERSON SPECIFICATIONPERSON SPECIFICATION    
    
To fulfil the responsibilities of the post, the Cathedral is looking to appoint someone who 
has: 

• a working ethos;  



• administrative, management  and organisational skills; 
•  the ability to multitask; 
• proven and successful negotiating skills;  
• tolerance and understanding of the needs of others and the patience to 

work around a never-ending stream of conflicting needs; 
• good initiative and the confidence to take responsibility for and to progress 

matters; 
• experience of working in teams and building good working relationships 

with colleagues; 
• excellent written and oral communications skills; 
• efficient time management, prioritisation and planning skills; 
• a professional approach to be an ambassador for the Cathedral when 

liaising with a wide range of external parties; 
• a high level of computer literacy, in particular Word and Excel,  database 

and desk top publishing experience; 
• a commitment to the mission of the Cathedral. 

    
PART 4 PART 4 PART 4 PART 4 ----    TERMS AND CONDITIONSTERMS AND CONDITIONSTERMS AND CONDITIONSTERMS AND CONDITIONS    
    
This is a permanent part-time post of 28 hours a week, located in the Deanery.  The 
Cathedral is happy to consider any reasonable scheduling of hours to suit the post holder or 
to consider job share options.  There is no opportunity within this post for home working. 
Some weekend and evening work may be required for which time off in lieu will apply.  For 
the right candidate, we offer: 

• a beautiful Cathedral setting; 
• an annual salary of £19,680 (£24,600 FTE); 
• annual leave of 5 weeks plus public holidays (pro rata); 
• automatic enrolment to the Cathedral’s designated  pension scheme with 

the option to increase contributions which  the Cathedral will match up to 
a maximum of six per cent of annual basic salary; 

• contractual sick pay; 
• free staff parking as available;  
• a discount in Cathedral shop and cafe; 
• an opportunity to develop secretarial, administrative and management 

skills.        
    
PART 5 PART 5 PART 5 PART 5 ––––    THE RECRUITMENT PROCESSTHE RECRUITMENT PROCESSTHE RECRUITMENT PROCESSTHE RECRUITMENT PROCESS    
    
Applicants are invited  to submit an application form and covering letter to Michelle 
Ovenden, Cathedral and Abbey Church of St Alban, Sumpter Yard, St Albans AL1 1BY or by 
email to michelle.ovenden@stalbanscathedral.org 
 
Closing date is 12th April 2019. 
 
Short-listed candidates will be interviewed on Thursday 9 May 2019.  Applicants will be 
advised of their invitation to interview as soon as possible after the closing date. No 
alternative dates will be offered.  Feedback will only be provided to unsuccessful interview 
candidates. Target start date is around 17th June 2019. 
 
 
  


