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December 2009 
 
 
Dear Applicant 
 
EDUCATION AND INTERPRETATION OFFICER 
 
Thank you for your interest in the post of Education and Interpretation Officer at Truro Cathedral.  I 
am pleased to enclose the following information regarding the post: 
 

1. General Information about the Cathedral and the Post 
2. Job Description 
3. Person Specification 
4. Terms and Conditions 
5. Application Form  

 
The closing date for Application Forms is 12 noon on Friday 18th December 2009. Interviews are 
scheduled to be held before Christmas. 
 
Interested applicants are welcome to visit the Cathedral and Office prior to making a formal application.  
If you wish to take advantage of this, please do not hesitate to make an appointment with my PA, Mrs 
Julie Brigden on 01872 245006.    Similarly, I will be happy to answer any questions relating to the post. 
 
The Cathedral Chapter gratefully acknowledges support for this post by the National Lottery through 
the Heritage Lottery Fund. 
 
I look forward to receiving your completed Application Form. 
 
Yours sincerely 
 
 
 
 
 
Neil Parsons 
Chief Executive 



 
 

 

1.   General Information about the Cathedral and the Post  

 

 
Truro Cathedral ð Present and Future 
 
Compared with many Cathedrals Truro does not have a long history. A Parish Church has stood in the 
middle of the city since the 12th century and one aisle of that is incorporated into the present building, 
which dates from the late 19th century.  
 
However Truro Cathedral does lie at the heart of a bustling city. There is no mediaeval close to separate 
it from everyday life. Just beyond the west doors lies the commercial and shopping centre, which has the 
effect of making access to the Cathedral easy. 
 
Truro Cathedral provides an oasis of peace and calm where those who enter can be still, light a candle, 
write down a prayer request, browse in the shop or take refreshment in the restaurant. It is the mother 
church of the Diocese of Truro, as well as being a building used by the whole community. 
 
This is an opportunity to join an organisation bustling with new ideas and plans for its outreach and 
mission to the County of Cornwall and beyond.   
 
 
 
Further background to the Cathedral and the Post 
 
The Post 
 
The Cathedral Chapter gratefully acknowledges support for this post by the National Lottery through 
the Heritage Lottery Fund. 
 
Through a generous grant from HLF, the Cathedral Chapter employed an Education Research and 
Development Officer for the Summer Term 2009.  The remit of the Research and Development Officer 
was to review the current Education and Interpretation facilities and opportunities available at Truro 
Cathedral.  This report was received by the Cathedral Chapter who used it to develop Education and 
Interpretation Strategies for the Cathedral.  Development of these strategies formed Activity and Action 
plans which were incorporated into a bid to the Heritage Lottery Fund in August 2009. 
 
The bid to HLF was for funding to support Inspire Cornwall, a £4 million project designed to inspire 
the community through nature, education, music and art and heritage.  The bid was considered by the 
South West Regional Committee of HLF in early December.  The Cathedralõs funding application was 
successful.  This has resulted in the Cathedral Chapterõs wish to recruit an Education and Interpretation 
Officer from 1st January 2010. 
 
The post is new, full time, all year round and creates an exciting opportunity for a dynamic individual to 
work with the Cathedral Chapter to implement the Education and Interpretation elements of the Inspire 
Cornwall Project detailed in the Heritage Lottery Fund Activity and Action Plans. 
 
 
 
 
 

http://www.truro.anglican.org/


 
 

Cathedral Management 
 
Chapter forms the governing body of the Cathedral.  It sets policy, direction and key objectives, 
approves strategy and the annual budget, monitors performance and oversees all Cathedral activities.  As 
demonstrated above, it is responsible for appointing key personnel.  Chapter is chaired by the Dean, as 
Head of Foundation.  The three Residentiary Canons (Precentor, Missioner and Pastor) are all members 
of Chapter, together with three non-Residentiary Canons, of whom two are lay and one is ordained. 
 
The Cathedral Executive is chaired by the Dean.  Membership comprises the Canons Precentor, 
Missioner and Pastor, and the Chief Executive.  Its role is strategy formulation, action and delivery on 
behalf of the Cathedral Chapter. 
 
The Cathedral Council is an advisory body, acting as a òcritical friendó to the Cathedral Chapter.  It 
receives and considers the annual budget and audited accounts.  It supports the work of the Cathedral; 
spiritual, pastoral, evangelistic, social and ecumenical, reviewing and advising upon the direction and 
oversight of that work by Chapter. 
 
Cathedral Staff 
 
The Education and Interpretation Officer will join the Cathedral Team comprising: 
 
Julie Brigden  PA to the Dean and Chief Executive 
Ellen McKessock Accounts Manager 
John Williams  Accounts Assistant 
Laura Grime  Appeal Administrator 
Jane Reed   Facilities Manager 
Colin Reid  Communications Officer 
Anne-Marie Rickard General Office Assistant 
Christopher Gray Director of Music 
Luke Bond  Assistant Director of Music 
Kirsten Norfolk Worship Department Administrator 
Stephen Rose  Head Verger 
Jane Hook  Restaurant Manager 
James Barker  Shop Manager 
 
The team is small and all members are flexible in their approach to ensure that the needs of the 
Cathedral are met and that everything functions smoothly. 
 
 
How to apply for this vacancy 
 
Please complete the application form supplied. Your application will be assessed according to your fit 
against the essential criteria shown in the person specification and then the desirable criteria. Remember 
that you can include not only experience gained in paid employment or self-employment, but also 
relevant experience and skills gained in voluntary work, domestic/family duties etc. We cannot consider 
a CV as an application, although supporting materials can be accepted. 
 
We actively encourage the submission of this application by email. If you are completing the application 
form on paper, please use black ink to help us photocopy it; add whatever supplementary forms you see 
fit.  
 



 
 

If you are completing the form electronically, please take whatever space is necessary for your replies; 
you can add any supplementary files as attachments. Please save files as RTF (Rich Text Format). 
 
The Closing Date for Applications is 12 noon on Friday 18th December 2009.  Applications should be 
addressed to the Chief Executive, Truro Cathedral 14 St Maryõs Street, Truro, TR1 2AF. Email address 
chiefexecutive@trurocathedral.org.uk 
 
We plan to hold interviews before Christmas. 
 
Once an appointment has been made, we will notify all applicants who make a formal application. 
 
 
 
 
 
 
 
 
 

mailto:chiefexecutive@trurocathedral.org.uk


 
 

 

2. Job Description  

 
 
Job Title:   Education and Interpretation Officer 
 
Responsible to:   Chief Executive 
 
Hours of work: 35 hours per week, Monday to Friday 9 a.m. ð 5 p.m. (excluding 1 hour lunch 

break) 
 
Administrative Support: Admin Support will be available to support this post via the Cathedralõs General 

Office 
 
Overview: To work with the Cathedral Chapter to implement the Education and 

Interpretation elements of the Inspire Cornwall Project detailed in the Heritage 
Lottery Fund Activity Plan  

 
To develop, expand and maintain the programme of Educational Activities on 
offer at the Cathedral, making Truro a centre of excellence for its educational 
work.  This will involve educational activities at the Cathedral but also a 
programme of outreach development with Schools and Colleges across the 
County 
 
To develop and maintain the Cathedralõs Interpretation facilities, ensuring that 
all needs of individuals are comprehensively met 
 
To ensure that the Cathedralõs education practice links with the interpretation of 
the building, ensuring that maximum effect is gained from the Cathedral as an 
educative heritage resource 
 
To assist with the implementation of Chapterõs new policies regarding the 
Management of Volunteers; particularly Education and Interpretation 
Volunteers 

 
EDUCATION 

1. To work with the Cathedral Chapter in implementing the education elements of the Inspire Cornwall 
Heritage Lottery Fund Activity Plan and the Education and Interpretation Review Document 2009 

2. To work with the Inspire Cornwall Project Management Team, especially the Cathedral Architect, to 
ensure that the new Education Centre is appropriately equipped to deliver a wide range and styles of 
education programmes 

3. To deliver the Cathedralõs Education Strategy, as set by Chapter, with input from the Education and 
Interpretation Officer 

4. To keep abreast of education developments and to ensure that the Cathedralõs education provision for 
school children meets the requirements of the Department for Children, Families and Schools Creative 
Curriculum programmes to be launched in 2010 

5. To evaluate education visits and to refine schemes of study from feedback received 
6. To ensure that the Cathedral offers a wide range of education programmes, across key stages, for adults 

and across curriculum areas 
7. To expand the Inspire Cornwall Website with particular reference to the sections on Education and 

Interpretation 
8. To work with Schools, Colleges, University College Falmouth and their students to develop audio visual 

material for the Inspire Cornwall web site and programmes of study 
9. To work closely with the Local Authority Education Team, the Diocesan Director of Education, Young 
Peopleõs Team  and Educational Establishments in Cornwall 



 
 

10. To work with Schools to ensure that no child is socially or economically excluded from attending 
education programmes at the Cathedral 

11. To work with the Local Authority to promote Truro Cathedral as an education and heritage resource and 
to develop Inset Day activities for teachers 

12. To create downloadable education resources and activity sheets across the key stages to facilitate 
independent learning and to support teaching and learning in schools 

13. To create innovative interactive engaging learning resources for the Inspire Cornwall website eg film clips 
and games, etc 

14. To network with sister Cathedrals to glean and share good practice 
15. To represent the Cathedral at SACRE, the Pilgrims Association and Local Authority Curriculum Network 

meetings 
 
INTERPRETATION AND THE VISITOR EXPERIENCE 

1. To work with the Cathedral Chapter in implementing the interpretation elements of the Inspire Cornwall 
Heritage Lottery Fund Activity Plan and the Education and Interpretation Review Document 2009 

2. To work with the Inspire Cornwall Project Management Team, especially the Cathedral Architect and the 
Cathedralõs Fabric Advisory Committee, to ensure that the new Interpretation Signs are installed to match 
the key objectives of Inspire Cornwall and the Cathedralõs Interpretation Strategy 

3. To deliver the Cathedralõs Interpretation Strategy, as set by Chapter, with input from the Education and 
Interpretation Officer 

4. To keep abreast of technological developments which might enhance the way in which the Cathedral is 
interpreted 

5. To further develop improved interpretative facilities and trails for children, young people and families 
6. To work with the Cathedral Communications Officer to develop marketing techniques to promote Truro 

Cathedral and its heritage to visitors 
7. To work with the Cathedral Communications Officer to particularly develop marketing techniques to 
promote the Cathedralõs heritage experience for children and families 

8. To advise Chapter and implement ways in which the Cathedral Visitor Base can be expanded 
9. To organise activities for families and children at the Cathedral during the School Holidays 
10. To work with the Cathedral Architect to develop a programme of interpretative lectures surrounding the 

Restoration of the Central Tower 
11. To evaluate the visitor experience at Truro Cathedral and to refine programmes to meet needs 
12. To work with the Volunteer Guides to develop new and specialist Guided Tours 

 
PERSONNEL 

1. To manage the team of Education and Interpretation Volunteers within Chapterõs agreed volunteer 
framework which be led and directed by the Chief Executive.   

2. To recruit, within Chapterõs agreed framework, additional Education and Interpretation Volunteers to 
help lead the expanded programmes at Truro Cathedral 

3. To recruit, manage and timetable a group of Education Practitioners to deliver specialist education 
programmes 

4. To work the Chief Executive to conduct an Annual Review of Education and Interpretation Volunteers 
and to assess and facilitate training needs 

 
GENERAL 

1. To support the smooth running of the Cathedral Office 
2. To support the Dean and Chief Executive at all times 
3. To attend and participate in training courses as directed  
4. To take part in the Annual Appraisal/Review System 
5. To adhere to HR Policy contained with the Staff Handbook 
6. To undertake any other reasonable tasks, relevant to the post 

 
 
 
 
 



 
 

 

3.  Person Specification  
 
ESSENTIAL 
 

1. Qualified Teacher Status (PGCE), with at least 3 years experience of delivering learning, 
including planning and management of learning programmes, activities and events 

2. Familiar with RE syllabus across the Key Stages 
3. An understanding of the National Curriculum across the key stages 
4. Experience of creating and developing resources through various media to enable learning 
5. Ability to create imaginative resources and learning opportunities that reach target audiences 
6. Ability and confidence to deliver and facilitate learning opportunities 
7. Ability to work with a wide range of learners of all ages and backgrounds 
8. A passion for learning at all levels 
9. Sensitivity to the Cathedralõs heritage and tradition within the context of it being a centre of 

worship 
10. Ability to foster, develop and maintain partnerships 
11. A keen interest in the potential of Cathedrals to enrich teaching and learning 
12. Excellent creative, administrative and leadership skills 
13. Experience of collaborative working with external agencies 
14. Project management Skills 
15. Ability to quickly assess a situation and project a dynamic vision to drive initiatives forward 
16. A passion to promote learning at all levels and all ages 
17. Good ICT Skills 
18. Good communication skills, both written and oral 
19. Self motivation 
20. Ability to work on own initiative and as part of a team 
21. Proven track record of project delivery to tight timescales 
22. Experience of working with volunteers 
23. Experience of interpretation of a heritage site as an educational resource 
24. Understanding of and empathy with the aims, objectives and ethos of Truro Cathedral 

 
 
DESIRABLE 
 

1. Knowledge of the Department for Children, Families and Schools Creative Curriculum 
programmes 

2. Experience of a wide range of methods of interpretation as learning resources 
3. Experience of community learning and or òextended schoolsó 
4. Experience of writing for publication 

 
 

 
 
 
 
 
 
 
 
 



 
 

 

4. Terms and Conditions  
 
 
Post:   Education and Interpretation Officer 
 
Department:  Truro Cathedral  
 
Key Conditions of Work 
 
Contract:  Full Time   
 
Salary:   £24,000 
 
Holidays: 5 weeks paid holiday per year to be taken at times to be agreed with the Chief 

Executive  
 
Hours: Office hours are 9am ð 5pm (with an hour unpaid lunch break) 
 
Probation: The post will be subject to a 3 month probationary period, during which time, 

either party may give the other one months written notice  
 
Place of work:  The usual place of work is Truro Cathedral Office, 14 St Maryõs Street, Truro 
 
Pension: After six months satisfactory service, the successful candidate will be eligible to 

join the Church Workers Pension Scheme.  This is contributory; Employer 6%, 
Employee 3%. 

 
Smoking:  The Cathedral operates a no smoking policy 
 
Medical:  The appointment will be subject to the completion of a Medical Questionnaire 
 
CRB: The appointment will be subject to satisfactory enhanced clearance from the 

Criminal Records Bureau 
 
Equal Opportunities 
 
Truro Cathedral operates under the principles of Equal Opportunity, insisting on and promoting 
equality of opportunity and access to all, regardless of age, race, colour, ethnic or national origins, 
gender, marital status, sexual orientation, disability or impairment, income, education, religious beliefs or 
cultural heritage. This applies in all we do, including our campaigns and employment practices, 
membership of committees, all stages of recruitment or selection processes, working practices, 
conditions of work, and allocation of resources. 
 
 
 
 
December 2009 
 
 
 
 



 
 

 

5. Application Form  

 
EDUCATION AND INTERPRETATION OFFICER  

 

1. Personal details 

 

Name: 

 

Address: 

 

 

Do you require a work permit for employment in the UK? (Y/N) 

 

Phone: (daytime) 

Phone: (evening) 

 

Can we contact you at your daytime phone number? (Y/N) 

 

E-mail: 

 

Teachers Reference Number: 

 

Are you available for interview on notified dates? (Y/N) 

 

If successful, how soon would you be able to start? 

 

Where did you see this post advertised? 

 

2. Education/training 

Please fill in all your relevant education and training in full, including the establishment where you 

obtained qualifications.  Include details of non-accredited short courses. Use a separate sheet if 

necessary 
 

College/School etc  Subject/training  Level Date gained 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
 

 

3. Current employer 

 

Name and address: 

 

 

 

Position/s held: 

 

Full time or part time? 

 

Date employment commenced: 

 

Present salary: 

 

Number of days absent in the past year due to illness or health problems: 

 

 

 

Brief outline of duties/responsibilities: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
 

4a. Previous employment experience and details  

 

Dates  Name/address   Brief description of duties  

  of employer    and reason for leaving 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

4b. Any voluntary experience that may be relevant: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
 

5. Your skills and experience: 

 

Please use this section to comment on your qualifications to meet our person specification.  Please 

supply separate sheet/s using precisely the same headings as in the person specification including 

both essential and desirable criteria.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

6. References 

 

Please supply details of two referees.  One should be from your current or most recent employer.  

The other should be an independent professional rather than personal contact.  

Please tick here if you do not wish us to take up references with your employer before the 

interview:   

 

Referee name  Job title/contact details                     Relationship to applicant 

 

1.  

 

 

 

 

2.  

 

 

 

 

 



 
 

 

 

 

Declaration 

 

I certify that the information I have given on this application form is accurate and correct to 

the best of my knowledge. I consent to Truro Cathedral checking any of the details on this 

form. I understand that the supply of inaccurate or incorrect information, or omission of any 

material information from this application form, may result in the withdrawal of any offer of 

employment, or termination of employment. 

 

 

Signed 

 

 

 

Date 

 

 

 

 

 

 

 

Thank you for taking the time to complete this application 

 

 

 

 

 

 

 

 
 


