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Dear Applicant,  

I am delighted that you are interested in the post of Office Manager/Receptionist  
at Southwark Cathedral. We are a welcoming and inclusive community and are 
looking for someone to manage the busy life of our office and reception area. 

This information pack provides an outline of the role, the skills and experience  
that we are looking for, plus some further background to the post and  
Southwark Cathedral.  

To apply for this role please visit http://pathways.churchofengland.org  

The closing date is 7th January 2022. Interviews for shortlisted applicants will take 
place on.  

We look forward to hearing from you.  

Justine Horseman Sewell   
Chief Operating Officer  
Southwark Cathedral  
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Job Description 

Job Title: Office Manager / Receptionist 

Salary: £28,000 

Hours of Work: 36 hours per week 9.00am – 5.00pm   

Reports to: Head of Finance  

Other main relationships: Chief Operating Officer, IT Manager, 
Administration Support Team, Vergers and Head of Events 

Southwark Cathedral has been a place of Christian worship for over 1400 years.  
Now it stands on the vibrant and exciting regenerated south bank of the Thames 
surrounded by cultural venues such as Tate Modern, The Globe and Borough 
Market, tourist attractions and the offices of major companies, as well as schools  
and diverse residential communities.  

The Cathedral’s mission, ministry and musical tradition are core to its life as a 
Cathedral and a parish church serving the community. It also relies on the valuable 
financial contribution made by its income generating activities such as its shop, café, 
conference rooms, corporate events and concerts. It is a very busy place, attracting 
200,000 visitors a year to the Cathedral, its churchyard and medieval herb garden. 
The Cathedral relies on a small but dedicated team to be inclusive and welcoming to 
all.  

 

 



 
 

Purpose of the role 

As Office Manager, you will manage the smooth running of the offices, including our 
two tenanted offices, staff kitchen and facilities, and be responsible for office 
equipment, supply contracts and office and stationery purchases.  

As receptionist, you will be many people’s first point of contact with the Cathedral 
and its office tenants on site, and will be expected to project a warm, welcoming yet 
professional image.  

You will also provide administrative support to the team, including managing and 
updating the Cathedral diary system and maintaining the main Cathedral database 
and directories, recording staff leave and maintaining Covid security. 

The Cathedral is planning a refurbishment and programme of decoration of the 
reception area and offices in 2022 and the post-holder will play an important part in 
the smooth running and successful delivery of this project. 

 

Main duties 

Office management tasks 

1. Ensuring that the offices are kept clean, tidy and supplied; 

2. Ordering all stationery, cleaning products and other office consumables in line 
with the Cathedral’s approach to sustainability and ethical buying;  

3. Entering details of in-house diary bookings and the calendar of services, 
events and tours into the Cathedral diary system (Libris) and attending the 
weekly diary meeting; 

4. Gathering information and requirements for internal event and meeting 
bookings including liaison with the Facilities Department staff on room layouts 
and equipment set-up; 

5. Maintaining the emergency contacts lists and internal phone lists; 

6. Receiving and distributing messages from the Cathedral’s general info  
email address; 

7. Managing the purchase of and contractual arrangements with contractors for 
all office equipment including photocopiers;  

8. Assisting the COO in maintaining leave records and training records for 
administrative staff; 

9. Liaising with the IT manager on the offices’ IT and telephone needs; and 

10. Assisting the COO with arranging staff training, wellbeing and social events; 

 



 
Administrative Support 

1. Provision of administrative support to the Finance team, such as management 
of diaries and meetings and dealing with correspondence. 

2. Support for other teams on an ad hoc basis when required. 

 

Receptionist Tasks 

1. Welcoming and recording visitors on arrival to the administrative offices of the 
Cathedral in Montague Chambers; 

2. Overseeing appropriate Covid and security protocols for visitors; 

3. Answering the telephone, handling queries and referring calls to the right 
person; 

4. Managing incoming post and deliveries, and preparing and franking of 
outgoing mail as required; 

5. Being central to the office’s effective response to emergencies including 
Monitoring CCTV system and communicating daily rotas of duty fire marshalls 
and first aiders;  

6. Briefing the team of volunteer receptionists who will cover the reception desk 
during the post-holder’s lunch breaks and annual leave periods; 

7. Maintaining the incidents and accident book at the reception desk and liaising 
with the Head Verger and Facilities Manager when incidents occur. 

 



 

  



 
 

 

Person Specification 

 

Essential 

1. Good communication skills including a confident telephone manner and 
excellent writing skills;  

2. Proven administrative experience in an office environment; 

3. Competent in the use of Microsoft Office applications, especially Outlook 
email and diary management; 

4. Able to work on own initiative and to thrive in a busy office environment; 

5. A good team player with ability to relate equally well to paid and voluntary 
staff; 

6. A good listener able to deal sensitively with visitors and enquirers who may 
vulnerable;  

7. Commitment to creating a sustainable workplace and buying ethically and 
responsibly; 

8. Interest in the life and activities of the Cathedral, Bankside and London 
generally;  

9. Able to demonstrate sympathy with the aims and objectives of the Christian 
Church; 

10. Flexible and willing to work additional hours when needed; 

 

Desirable 

Some familiarity with church life and terminology would be helpful – we welcome 
those of other or no faith but require sympathy with the aims and objectives of the 
Christian Church and the Anglican tradition. 

  



 
 

Terms and Conditions 

 
Salary 
The post salary is £28,000 per annum, inclusive of London Weighting.  

Working Hours 
The working hours shall be 35 per hours as week between 9am and 5pm, exclusive 
of meal breaks. Some flexibility may be required for occasional out of hours’ 
meetings. Time off in lieu will be awarded in line with Southwark Cathedral’s policy.  

Annual Leave  
34 days per annum including statutory bank holidays, with an additional 5 days after 
10 years service. 

Probation 
The appointment is subject to the satisfactory completion of a three-month 
probationary period. 

Season ticket loan 
Once the probationary period has been completed satisfactorily, the person 
appointed will be eligible to take out a season ticket loan.  

Pension 
The person appointed will be eligible to join a defined contributions pension scheme 
managed by the Church Workers Pension Fund. The Cathedral will contribute half of 
the annual premium of 10% of salary. 

Working Expenses 
Reasonable out of pocket expenses will be reimbursed. 

Termination of Employment 
During the three-month probationary period one week’s notice is required on either 
side. Thereafter you will be required to give one month’s notice should you wish to 
resign and will receive a minimum of one month’s notice.    

Equal Opportunities 
The Cathedral has a strong commitment to equal opportunities and will not 
discriminate on the grounds of race, nationality, age, sex, disability, marital status, 
sexual orientation, religion or belief. Its employees are expected to abide by the 
Equal Opportunities Policy which embodies these principles. 


