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Floor Coordinator
Part Time

Overall purpose of the Job 
Chester Cathedral is seeking to recruit a Floor Coordinator to ensure the smooth running of all aspects of the Cathedral offer, including worship, events and the day-to-day operations. Reporting to the Head Verger & Cathedral Floor Manager, you will ensure that all people who use the Cathedral; staff and volunteers, visitors and worshippers are treated with respect and greeted warmly, any questions or requests are dealt with swiftly and professionally. This role will require regular evening and weekend work.

Key responsibilities will include:
· Responsible for ensuring that the Cathedral operates safely and always looks at its best. You will be a welcoming presence on the Cathedral floor, as well as helping with a variety of duties and activities behind the scenes. 
· Ensure that all services and events are prepared, that they happen to the highest standard and are reset with the Cathedral left tidy once they are finished. 
· Requires effective communication skills, a proactive approach, and the ability to make decisions, work independently, and support a small team. The ability to remain calm and adaptable in a busy environment is important. The appointment is subject to a DBS check.
· Working across different areas of the building, including accessing upper levels via stairs and, on occasion, undertaking work at height using appropriate equipment such as ladders or scaffold towers.

Key Tasks
· [bookmark: _Hlk124681884][bookmark: _Hlk124680973]Working independently or leading a team to set up and derig services/events including stage building and seating.
· Being in attendance for the various events and activities taking place in the Cathedral, including acting as Duty Manager when required.
· Ensuring that all areas of the Cathedral and its grounds are tidy & safe.
· Dealing with visitor enquiries in a courteous and professional manner.
· Being able to problem solve and attend to changes/requests as required.
· Liaising with the wider Cathedral teams and attend meetings as required.
· Assisting others in their work, including setting up activities, helping in different departments and responding to the needs of clergy, staff & volunteers.
· Being responsible for the security of the Cathedral, including the safe locking/unlocking of the building, money collections and being a vigilant presence around the building, responding to security issues in a practical and efficient manner.
· [bookmark: _Hlk69119379]Being required to support with personal assistance for those who require it - this could include one to one support for users of the building who may need assistance.
· Supporting with the ongoing care of the Cathedral, for example the cleaning and care of our treasures, replacing light bulbs, and keeping adequate supplies of our consumables.
· Ensuring that lost property is dealt with in accordance with Cathedral policy.
· Being able to speak publicly, for example to deliver a safety briefing or welcome for an event. 
· Setting up screens, projectors, portable sound systems & lighting units effectively.
· [bookmark: _Hlk124681035]Being proficient in all aspects of our technical objectives, including the delivery of our sound and video production for services and events. 
· The role includes the opportunity to be actively involved in delivery of acts of worship.
Full training will be provided to support with these duties.


Capabilities and Skills
The ideal candidate will be able to demonstrate
· Strong people skills
· Excellent organisational, time-management and planning skills.
· A proactive and creative mindset, with the ability to suggest improvements.
· Ability to adapt and effective problem-solving skills
· Strong teamwork and interpersonal skills, contributing to a positive work environment.

Learning and Safeguarding
You will be willing to:
· Participate in all relevant training offered by the Cathedral and remain up to date with best practice and new initiatives.
· Complete all required safeguarding training.
· Attend training courses and meetings as required, staying informed of legislative changes and opportunities for personal development.
· All employees and volunteers must complete basic safeguarding and Action Counter Terrorism training.
Supervision and support can be offered to those in their early career who are wanting to learn and develop their skills, or this could be an interesting and fulfilling role for those looking for a change in their career path.
Culture
Chester Cathedral is a place for everyone. We aspire to welcome and reflect the diverse community we serve, building a culture rooted in Love, Grace, and Welcome. We aim to create an environment where staff are empowered, engaged, and able to contribute to the Cathedral's growth and evolution.
We are committed to equality, diversity, and inclusion for all staff and volunteers. We celebrate difference and encourage everyone to be themselves at work.
The safety and care of all who come into contact with the Cathedral is central to our values. The protection of young people and adults at risk is integral to everything we do and is a priority for all roles within the Cathedral.
We follow safer recruitment practices. All staff and volunteers must complete mandatory safeguarding training, with enhanced DBS checks required for those working with children and/or adults at risk.
Working Pattern
This is a part time role.

Hours:  28 hours per week, including regular evening and weekend work.
Please note that this role will require some occasional heavy lifting e.g. re-setting of meeting rooms and events.
Remuneration
· Salary: £20,718.88
· Holidays: 28 days including bank holidays (pro rata for part time)
· Pension: 5% matched contribution plus an additional 5% non-contributory

This job description does not form part of your contract of employment.
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