

	JOB TITLE:  Senior Verger

JOB NO


LOCATION: St Martin in the Bull Ring
 

	PURPOSE OF JOB:
To support the mission of St Martin’s by preparing all requisites for all acts of worship and providing security and maintenance to the building and supervising Vergers.

	RESPONSIBILITY LINKS
Reports to: Operations Director
Responsibility for; Vergers (2) and occasional casual employees


	SPECIAL CONDITIONS: 
· This post carries a Genuine Occupational Requirement and therefore carries an exemption under the Employment Equality (Religion or Belief) Regulations 2003.
·  Working outside normal office hours will be required which will include regular weekend and evening work.


	MAIN ACTIVITIES:

     A: To supervise the Vergers in all aspects of the preparation for all services  

     B: Supporting the day to day running of the church with particular responsibility for monitoring and  
          ordering  of supplies

     C:  To carry out regular Health and Safety checks in the building and report findings

     D: To work with the Operations Director to plan the use of resources to best enable  activity within 

           the Church

     E; To be directly involved in the routine cleaning and safe operation of the building.
     E: Assist in the welcome and care of all who come into the church
     F: To be directly involved in the preparation of the Church for events, special services and other   

       activities held within the building

     F:  To support the core values and activities of St. Martin’s

DETAILED ACTIVITIES

             A:        In conjunction with the other Vergers  
1. To be responsible for the opening up and locking of the church premises.

2. Setting out of vestments.
3. Care of linen and cloths, ensuring they are clean and adequate supplies are ready for use.

4. Ensuring adequate supplies of wine, altar breads and candles.
5. Preparation of all service registers.

6. Operating the sound and computer systems as and when required. 

7. Providing security during services.
B:
8. To clean the church, including emptying money boxes, office spaces and toilets
9. To ensure the security systems are checked and maintained on a regular basis and that
Health and Safety inspections are conducted.
10. Operation of the heating and lighting.

11. Make minor repairs to Church buildings and equipment. Visually check and reporting any fabric issues to the Operations Director.

12. To check needs of the whole building for cleaning materials and general hardware supplies and order them in a timely manner
13. To provide access and supervision to suppliers and contractors visiting and working in the building as required.
14. To move furniture, set up musical equipment and generally prepare the space for various activities held in the building
 C:

15. Provide appropriate welcome and care of all visitors through knowledge of the church, its history and current resources and ministries.

16. Provide a staff presence within the church premises as and when required offering welcome, direction and care.
              D:
17. To be aware of the vision of St Martin’s and to act at all times with a demeanour and manner that is in line with the core values of the vision document.
18. To be an effective team player within the wider staff team and volunteers of the church community and have an awareness of the wider operations and activities of St Martin’s to allow for effective management of enquiries and signposting of queries.
19. Be able to advice and guide enquirers as to the core tenets of the Church in general and St. Martin’s in particular. Be able, when required to effectively promote the activities of the church.

20. To complete ad-hoc duties and tasks commensurate with the grade and responsibility of the position.    
PERSON SPECIFICATION    
The successful candidate will be able to demonstrate the following qualities

1.   Commitment to the Christian faith  and knowledge of  conduct of Christian worship
2.    Friendly and warm persona with the ability to relate to people   
3.   Awareness of issues relating to basic Health and Safety and either some qualifications or an   able to demonstrate the ability to learn this.
4. Experience of managing individuals or teams    
5. Ability to work flexible hours across the whole week
6. An ability to meet the physical challenges of the role

7.  Flexibility, an ability to learn and an enthusiasm for the role 
8. A commitment to responding to the needs of people from a wide range of backgrounds, cultures, economic circumstances and emotional states.
TERMS AND CONDITIONS
1. 37.5 hours to be worked per week as required (but to an agreed schedule)

2. Salary of £20,000

3. 25 Days holiday, plus bank Holidays or time in lieu plus 3 days at the discretion of the PCC

4. NEST Workplace pension scheme (more details available)

5. Place of work is St. Martin in the Bull Ring Church

6. Fleece and tops with St. Martin’s Logo will be provided and worn during working hours

DATE PREPARED:   21st February  2017
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