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Cathedral Office 
14 St Mary’s Street 

TRURO 
TR1 2AF 

 
 
March 2010 
 
 
Dear Applicant 
 
Sales & Visitor Assistant 
 
Thank you for your interest in the post of Sales and Visitor Assistant 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. Staffing Structure 
6. Application Form  

 
The closing date for Application Forms is 12 noon on Thursday 18th March 2010 
 
Interested applicants are welcome to visit the Cathedral 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. 
 
I look forward to receiving your completed Application Form. 
 
Yours sincerely 
 
 
 
 
 
Neil Parsons 
Chief Executive 
 
 
 
 
 
 
 
 
 
 



General Information about the Cathedral and the Post: 
 
APPOINTMENT OF SALES & VISITOR ASSISTANT 
 
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 post of Sales & Visitor Assistant falls vacant due to the retirement of the current post holder.  It is 
hoped that the successful candidate will be able to take up post as soon as possible.  
 
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. 
 
Truro Cathedral Limited 
The Cathedral Coffee Shop and Restaurant, and The Cathedral Shop form Truro Cathedral Limited, a 
separate trading company, which is managed by a Board of Directors.  The Dean is the sole shareholder 
and the Chief Executive is Managing Director.  The Board of Directors meet every other month and the 
Restaurant and Catering Manager and Shop Manager both prepare operational reports for these Board 
meetings.  The Company Secretary deals with financial matters on a day to day basis in conjunction with 
the respective Managers.  All profits from Truro Cathedral Limited are gifted to the Cathedral to further 
its mission, worship and outreach. 

Volunteers staff the Cathedral Shop under the supervision of a Professional Manager, James Barker, 

assisted by Shirley Opie and Tamsin Scott. Apart from the management team, a team of volunteers 

who form the backbone of the operation have always staffed the Shop.  The Shop opened in 1987 in 

its present location and two years ago celebrated its 20
th

 anniversary.  Both staff and volunteers from 

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


past and present returned for a celebratory cream tea and presentations to some volunteers who had 

been with the shop for the full 20 years.   

The Sales and Visitor Assistant is responsible to the Shop Manager and forms part of his team. 
 
Cathedral Lay Staff. 
Neil Parsons   Chief Executive 
Julie Brigden   PA to the Dean and Chief Executive 
Ellen McKessock  Accounts Manager 
John Williams   Accounts Assistant 
Colin Reid   Communications Officer 
Kirsten Norfolk  Worship Department Administrator 
Anne-Marie Rickard  General Office Assistant 
Sarah Hughes   Education Officer 
Christopher Gray  Director of Music 
Luke Bond   Assistant Director of Music 
Jane Hook   Restaurant Manager 
James Barker   Shop Manager 
 
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 Noon on Thursday 18 March 2010.  Applications should be 
addressed to the Chief Executive, Truro Cathedral 14 St Mary’s Street, Truro, TR1 2AF. Email address 
chiefexecutive@trurocathedral.org.uk 
 
Shortlisting will take place on Friday 19 March.  Shortlisted candidates will be notified by telephone and 
post.  Interviews will take place on Wednesday 24 March at 11.00am. 
 
Once an appointment has been made, we will notify all applicants who make a formal application. 
 
 
Neil Parsons 
March 2010 
 
 
 
 
 
 
 
 
 

mailto:chiefexecutive@trurocathedral.org.uk


Job Description: 
 
Department:   Truro Cathedral Limited 
 
Job Title:   Shop Supervisor 
 
Responsible to:  Shop Manager (or in his absence Assistant Shop Manager) 
 
Supervisory Responsibility: Nil 
 
Key Relationships: 
 
Internal:   Cathedral Staff, Shop Volunteer Helpers 
 
External:   Customers, Visitors to the Cathedral, Suppliers 
 
Main Purpose of Job 
 
To offer a warm welcome to all visitors to Truro Cathedral.  To maximise Cathedral Guide sales whilst 
ensuring that customer needs are met and exceeded. 
 
Main Duties & Responsibilities 
 

1. To actively sell the Cathedral Guide 
2. To promote the guided tours 
3. To maintain a high level of vigilance with regards to monies and security 
4. To provide information and directions to visitors as required 
5. To keep accurate records of sales and visitors 
6. Such other reasonable duties as shall be required by the Shop Manager 

 
General 
 

1. To support the smooth running of the Cathedral Shop and the Floor of the Cathedral 
2. To support the Shop Manager at all times 
3. To attend and participate in training courses as directed by the Shop Manager 
4. To take part in the Annual Appraisal/Review System 
5. To be smart and presentable at all times when on duty 
6. To attend for duty promptly 
7. To adhere to HR Policy contained with the Staff Handbook 
8. To undertake any other reasonable tasks, relevant to the post 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Person Specification: 
 
POST  Sales and Visitor Assistant 
 

ATTRIBUTES ESSENTIAL DESIRABLE 

JOB KNOWLEDGE  Proven retail experience 

 Proven experience in a customer 
based working environment 

 

   

JOB SKILLS Organised and the ability to 
multi-task 

 

 A Team Player, but with 
demonstrable initiative to work 
on own initiative 

 

 Excellent communication skills 
with a wide range of people 

 

 Proven experience of a Customer 
Focussed approach to work 

 

 A flexible approach to duties and 
hours 

 

 A Focus on quality  

EDUCATIONAL 
QUALIFICATIONS 
& EXPERIENCE 

Willingness to undertake training  

   

   
Experience of working 
with volunteers 

   

PERSONAL 
ATTRIBUTES 

Confident and outgoing 
personality 

 

 Smart, clean, well maintained 
appearance 

 

 Friendly  

 Sense of Humour  

 Physically Fit  

OTHER Sympathy with the mission, aims 
and ethos of Truro Cathedral 
 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 
 

Terms and Conditions: 
 
 
 
Post:    Sales & Visitor Assistant (Seasonal/Part-time) 
 
Department:   Truro Cathedral Ltd, the Cathedral trading company 
   
Key Conditions of Work 
 
Contract:   Part-time seasonal including weekends and bank holidays 
 
Pay:    £5.80 
 
Hours:  Normally 3 days per week but from September – December 4 days, to include 

weekends and public holidays 
Flexibility is essential 
 

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

Criminal Records Bureau 
 
Probation: The post will be subject to a 3 month probationary period, during which time, 

either party may give the other one week’s written notice 
 
Holidays: 4 weeks paid holiday per year pro rata, dates to be agreed with the Shop Manger 
 
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. 
 



TRURO CATHEDRAL STAFFING STRUCTURE 
 
 
 
 
 

       
                   PA      Administrator 

 
 

 
Communication Officer       
(Communications Material)       

                Assistant Director of Music 

                     

                  4 Choral Scholars 

                  1 Organ Scholar 

                  18 Choristers 

                  Choir Matron/Assistant 

    

             

           

           

           

        

        

 

 

THE CHAPTER  
 

The Dean 

The Canon Missioner  The Canon Pastor        The Canon Precentor  3 Chapter Canons

  

Chief Executive Director of Music 

Truro Cathedral Limited 

Restaurant
  Shop 

Manager 
Manager 

PA 

TCL Accounts Assistant 

Accounts Manager 

Education & Interpretation Officer 

8 Lay Vicars 

Caretaker/Handyman 

Communications Officer (PR) 

General Office Assistant (2) 

Property & Bookings Secretary 

Cleaner 

Head Verger 

Assistant Vergers 

Chef 

Kitchen Assistant 

Counter Assistant (2) 

General Assistant 

Kitchen Porter 

Assistant  
Manager 

Shop Supervisor 

Canon Pastor  



 

Application Form:     Sales & Visitor Assistant 
 

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: 

 

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 gi ven 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 inform ation 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 

 

 

 
 


