
 

 

 
 
 

Southwell Minster Chapter  

Community Engagement Coordinator Job Specification 

 

 

DEPARTMENT: Library and Education Department  

LOCATION: The Minster Centre, or Jubilee House   

ACCOUNTABLE TO: Education Officer  

DURATION:          Fixed term post – November 2019 to October 2022 

 

 

CONTEXT 

The award winning Education Department at Southwell Minster works in partnership with clergy and 

colleagues to deliver an annual programme of events and workshops for school groups, families and 

adults. This includes tailored themed workshops offered throughout the year, a KS1 and KS2 ‘Time 

Travelling’ week, a Year 6 festival, ‘Make a Difference’ and other bespoke events. The team also lead 

on an Adult Learning Discovery Day, Family Fun day, family activities at other Minster events and 

during half term and provide bespoke sessions such as talks for Universities and visits for children’s 

centres. These are led by the Education Officer, supported by a part time Education Administrator 

and 180 Education Volunteers. Activities and events are delivered in the Cathedral, Archbishop’s 

Palace and Education Garden.  

 

The number and range of activities has expanded over the last 5 years as the Cathedral has just 

finished delivering a very successful Heritage Lottery Funded (HLF) project which restored the 

Archbishop’s Palace and Education Garden. In 2018 the Education Department engaged with over 

8,000 children and adults. 

 

 

PURPOSE OF THE ROLE 

In 2018 the Cathedral was awarded a second grant by the National Heritage Lottery Fund for a new 

project, The Leaves of Southwell. This project will renew part of the Cathedral’s roof, conserve the 

internationally acclaimed leaves carvings in the Chapter House, known as the ‘Leaves of Southwell’, 

install new interpretation across the footprint, and improve access for visitors with mobility, visual 

and hearing impairments. The accompanying 3.5 yearlong Activity Plan will deliver a programme of 

talks for the public during the capital and conservation works, internships for University students, 

activities for families and schools which are inspired by the carvings, and a community and outreach 



programme that will engage a new audience group, socially isolated adults, individuals living with 

dementia and their carers.   

The purpose of this new, 3 year fixed term Community & Engagement role is to support the 

Education Officer in the delivery of this Activity Plan. 

 

Key Responsibilities  

 

• To work with the Careers & Employability teams at the University of Nottingham and 

Nottingham Trent Universities to promote internship opportunities to students, and recruit 

suitable candidates 

• To liaise with colleagues at the Minster to identify potential projects and tasks for interns 

and to support them whilst at the Cathedral working closely with the Cathedral 

Administrator 

• To coordinate the delivery of the heritage skills programme during Year 1 working closely 

with the Minster team and external project team to ensure appropriate speakers are 

available, briefed, and risk assessments are undertaken  

• To work with the Head of Marketing and Events to promote the heritage skills talks and 

activities in the Activity Plan to target audiences and to ensure opportunities for promoting 

and live streaming the events are maximised 

• To lead on the development and delivery of the community outreach programme working 

with existing groups and care homes in the area and freelancers that will deliver workshops 

• Provide support at school, family events and the Adult Discovery Day as directed by the 

Education Officer, sometimes outside of standard office hours  

• To evaluate all activities with the support of the external Evaluation Consultant and input 

where required into quarterly reports for the Heritage Lottery Fund 

• Manage deadlines and communicate these with colleagues 

• Maintain a network of contacts through routine connections knowing who to liaise with on 

key issues 

• Plan and prioritise your own workload to ensure the outputs in the HLF funded Activity Plan 

are delivered on time and budget. 

• Undertake such other duties as required 

 
KEY RELATIONSHIPS  

 

Internal  External  

Cathedral Administrator  University students 

Cathedral vergers Careers & Employability teams at local Universities  

Diana Ives 
Education Officer 

Freelancers providing workshops 

Matt Hustwayte 
Education Administrator 

Local care homes & other gatekeepers to priority 
audiences 

Glenn Formoy 
Head of Marketing and Events  

Project team including Architect & Design Team, 
Evaluation Consultant 
 

Education volunteers Members of the Diocesan team working with target 
audiences 



 
PERSONAL ATRIBUTES AND SKILLS 
 
Essential 
 

• Commitment to audience development 

• Good verbal and written communication skills, with the ability to communicate comfortably 
and confidently with a variety of audiences. 

• Highly organised with good attention to detail  

• Excellent customer service skills and telephone manner 

• Excellent IT skills  

• Works well under pressure 

• Able to use own initiative whilst recognising when to refer to the Education Officer    

• Willingness to work flexibly as part of a team  

• Ability to prioritise and organise workload 

• Creativity 

• ‘Can do’ attitude and problem solver 
 

Desirable 
 

• Knowledge and experience of delivering a National Heritage Lottery Fund or Big Lottery Fund 
project 

• Experience of working with audiences with dementia 

• Knowledge of and preferably experience of church organisations  
 
 
Signed by the Employee: .................................................................... Date: ………………….. 
 
 
Signed by the Manager: ………………………………………………..……………… Date: …………………. 
 
 



TERMS AND CONDITIONS 

Salary:  £27,000 FTE pro rata  

 

Working hours:  21 hours per week with some flexibility (0.6 FTE) 

  

Holidays:  The fulltime holiday entitlement is 25 days plus statutory bank and 

public holidays. In addition, the Southwell Cathedral Chapter 

provide 3 further days paid leave which are taken on a discretionary 

basis determined by Chapter.   

 

Pension:  Employer contribution equivalent to 8.5 % of the gross salary paid 

monthly into an approved personal pension.  

 

Sickness/Absence:  Company sick pay is paid during periods of absence and in 

accordance with company policy.  

  

Location:  The post holder will be collocated with the Education Team which 

maybe in the Minster Centre or Jubilee House. Both buildings are in 

close proximity to the Cathedral.   

 

Expenses:  All reasonable working expenses will be met at the agreed Cathedral 

rates. 

Termination   The appointment is subject to a three month probationary period, 

and may be extended if necessary.     

 

FOR ALL APPLICANTS:  

 

The Christian vision, ethos and principles of the Cathedral underpin all aspects of the way the 

Cathedral operates. The post-holder must be sympathetic to these Christian principles and values, 

and support the Cathedral vision and strategy. 

 

Safeguarding Regulations 

 

The Church of England is committed to the safeguarding and protection of all young people and 

adults, and the care and nurture of children within our church communities. We will carefully select, 

train and support all those with any responsibility within the Church, in line with Safer Recruitment 

Principles   

 

NOTE: 

 

The Cathedral intends to review job descriptions annually as part of the staff review process, to 

ensure that they relate to the role as then being performed or to incorporate whatever reasonable 

changes that have occurred over time or are being proposed. This review will be carried out by the 

line manager in consultation with the post-holder before any changes are implemented. The post-

holder is expected to participate fully in such discussions and implementation.  


