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Musical Director & Administrator  
of  

Choir Church at St James’ Church Milton 
 

Reporting to: The Priest in Charge of St James’, Milton and to the Cathedral Organist and  
                   Master of the Choristers (Director of Music) 
Salary: £26,000 plus 7.5% non-contributory pension  
Contract type and hours: three year contract (with potential to extend dependent on funding);  
                                   37 hours (flexible working essential) 
Location: St James’ Milton and Portsmouth Cathedral.  
 
This is a three year project with the option, subject to funding, to extend to five years, initiated and 
operated by Saint James’ Milton and Portsmouth Cathedral in the Deanery of Portsmouth. There is a 
reference group to help steer the project.  The post holder will be based primarily at St James’, Milton 
and employed by Portsmouth Cathedral.   
 
CONTEXT 
 
Our vision is to help a parish start a children and young people’s choir where there is currently none 
and to use the evangelistic nature of music in worship to grow a new congregation. We want to show 
that a liturgical and sacramentally based church can succeed alongside other forms of church planting as 
part of the pioneering initiative of the Diocese of Portsmouth.  
 
St James’, Milton appoint a Choir Leader and Admin Clerk (or a Full-time Musician only) to set up a 
large Children’s and Young People’s Choir based at St James. The opportunities for work with primary 
schools in the parish are myriad and varied. Funding will come from the diocese including salary of c 
£26,000 through the cathedral’s payroll plus set-up costs.  

 
St James’ offers the following 

 A supportive, sympathetic and expert priest 
 Excellent links with local primary schools who are keen on further musical and church 

outreach 
 Excellent premises and hall facilities 

 
We would envisage the project starting with its own meeting time and service (possibly mid-week) 
though moving through to the opportunity to join with the St James congregation for certain Sundays 
and major Festivals.  
 
We know that children can be the best evangelists of their own families. Music can bring the children 
to church, and modelled correctly and honestly, the parents and families may follow. 

 
Our aim is to create a vibrant community of younger families that integrate into the life of St James’, 
Milton through their involvement in choir.  A story of such success and sustainability, that we could 
then find finance to maintain its place in the church. 
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INTRODUCTION 
 
St James’, Milton 
 
The parish of St James’, Milton has a population of 25,000 and is one of the areas where new house building is 
taking place with an expected increase in population of 2,000 in the next five years. Milton is one of the old 
‘villages’ of Portsmouth and retains that feel being set in the south east corner of the island city. The majority of 
the densely packed housing is late Victorian/Edwardian terracing with new estates built on reclaimed land and 
blocks of current/former Navy housing including the former Royal Marine barracks. 
 
There are three infant, two junior and one primary schools, one special school (5-16) and one 
secondary school within the parish.  
 
A major University of Portsmouth accommodation/sports facility in the parish has just closed and the 
future of this site is being considered. The sports facilities will remain 
 
There are a small number of residential homes including a specialist Alzheimer’s unit, St James (mental 
health) Hospital and St Mary’s Hospital (not A&E).  
 
There are excellent public transport links to the rest of the city and the main hospital (Queen 
Alexandra) at Cosham. Fratton Station has direct trains to London, Southampton, Brighton etc. 
 

We have the Portsmouth lifeboat station in the parish together with a number of sailing and fishing 
associations and the beach consists of pebbles to the low water mark. 
 

The deprivation indicator for the parish is that we rank 8467 out of 12706 and so are more deprived 
than average. Lone families are 25% of all families, 21% of children are in poverty and 25% of the 
working age population have no qualifications (Church Urban Fund data) 
 

A good number of people are still working in the armed forces and the dockyard. A lot of parishioners 
are involved in the care sector. The University and Hospitals are major employers too. Portsmouth is 
within commutable distance of London (90 minutes to Waterloo) and so people commute.  
Ecclesiastical tradition: modern Anglican catholic (Common Worship) 
 

Sunday worship: 
    

8.00am  Said mass with homily (CW order one modern language)   
  9.30am  Parish mass (CW order one modern language) with Junior Church and Creche 
  6.30pm  Evensong (with Benediction on first Sunday)   

 
Weekday services:  
           Tuesday 7.00pm  Said mass       

Wednesday 10.00am   Said mass with short homily    
 Friday Noon    Said mass (1st of month and throughout Lent)  
 

Occasional Offices: baptisms 30, weddings 6, funerals: 65 
 
Pattern of daily offices: Morning Prayer each day at 9am (CW Daily Prayer) 
    Evening Prayer each day at 5.30pm (CW Daily Prayer) 
 
Lay involvement: Readers with PTO Mr Jeff Harvey, Mrs Marilyn Palmer 

 
There are links with most of the schools both in providing assemblies and visits to the church/schools 
for events and teaching. 
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St James’ sees itself as the parish church of Milton and Eastney being there for and with the people of 
the area. We welcome all and are a friendly, confident community. We reach out to the parish through 
links with the schools and the many Occasional Offices that we take. This is shown, for example, by the 
response to our Crib/Christingle services on Christmas Eve with over 500 people attending and by the 
success of our annual All Souls-tide Memorial Service 
 
The parish plays an active role in the local community and in the diocese. It is striving to make the church 
more visible both as a building and as a community. To make it more relevant in people’s lives especially 
for those who may not be aware that St James’ is their church. 
 
Having celebrated the centenary of the building in 2013, we have had to spend significant funds on the 
electrics and the roofs and stonework need serious attention but in all this we want the work on the 
building to be alongside working with people. To be able to offer more concentrated time and resource 
to our schools and build further on the relationships that exist. 
 
Portsmouth Cathedral 
 
For centuries Portsmouth Cathedral, the  Cathedral of the Sea, has watched, listened and helped the 
people of Portsmouth navigate the passage of time with faith and confidence in God’s purposes for us.  
 
It has witnessed wars and peace, famous marriages, been bombed and rebuilt and remains a building of 
greatness and simple enduring beauty. More than this it is a vibrant and lively community which has a 
positive impact on the lives of people in its own parish, the City and Diocese of Portsmouth. The 
Cathedral is a distinctively spiritual and prayerful space, into which everyone is welcome to come; a 
Christian community committed to promoting social justice, equality and compassion.  
 
Dating back to 1180 the original chapel dedicated to Thomas of Canterbury became a parish church in 
the 14th century and a cathedral in the 20th century. The Cathedral is at the heart of the life of the 
Diocese of Portsmouth which covers south-east Hampshire, Portsmouth and the Isle of Wight. In 
addition to the many diocesan services and events which are held throughout the year, the Cathedral is 
used for special services for the City, charities, the Royal Navy and local schools. Educational 
workshops and visits are offered through an evolving outreach programme and the Cathedral and its 
community facilities are used by many local and regional organisations. 
 
Cathedral Sing is a music programme consisting of a series of classroom workshops and community-
based events for children and teachers in primary schools, delivered by singing leaders and members of 
Portsmouth Cathedral Choirs across Hampshire and the Isle of Wight. The programme engages with 
thousands of children each year, bringing local schools together. We work closely with the Cathedral’s 
Education Department, offering music classes to schools visiting the cathedral for various events 
through the year. 
 
The Cathedral has a dedicated team of clergy and lay personnel, both employed and 
voluntary, which seeks to deliver the highest standards of Christian community and service through 
our daily services, in acting as a venue for exhibitions, concerts and visits and through education and 
music outreach programmes. 
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JOB DESCRIPTION 
 
1. Responsible to: 

The post-holder is accountable to the Priest‐in‐Charge, St James’, Milton (day‐to‐day) and the Organist 

and Master of the Chorister (periodic meetings).   
 

2. Primary Purposes  
 
To lead, administer and develop this musical outreach/church plant programme, which engages with 
and educates school children across the Deanery of Portsmouth.  
 
To inspire children through singing and to work in conjunction with the Director of Music to 
involve members of Portsmouth Cathedral Choir where appropriate in possible performances and 
school visits.  

 
3. Specific Responsibilities/Principal Tasks 
 
3.1   Musical Director 

i. To plan and deliver inspirational singing workshops to children in classrooms with the 
assistance of appointed singing leaders.  

ii. To find and prepare musical repertoire for workshops and concerts.  
iii. To organise, manage, and direct concerts and events in schools, churches and other spaces. 
iv. To programme musical repertoir with cross curricular outcomes to engage with children 

(primarily primary school children).  
 
 3.2 Administration 

i. To administer the involvement of schools, churches and other institutions with regard to 
participation in the Choir Church programme. This includes planning trips into schools to lead 
singing workshops and arranging meetings as appropriate to communicate and all those involved 
with the programme.  

ii. To ensure that any appointed Singing Leaders and any volunteers to the programme have DBS 
certification in line with the policies of the Diocese of Portsmouth.  
To plan choral programmes and engage the services of Singing Leaders where relevent to help 
with the delivery of such programmes. 

iii. To ensure that Performing Rights Society and copyright information is submitted to the 
appropriate bodies. 

iv. To work in conjunction with the Organist and Master of the Choristers and the Sub-Organist 
to involve members of Portsmouth Cathedral Choir in projects where appropriate.  
 

3.3   Finance 
i. Process all financial documentation as required liaising as appropriate with the Cathedral Finance Officer. 
ii. Manage the project budget and liaise with the Priest in Charge and Director of Music in preparing the 

budget for the following year. 
 
4. Other work 

Flexibility to work in other musical spheres will be encouraged and enabled where possible. 
 
5. Supervision 

You will meet regularly with the Priest-in-Charge at St James’ and with the Cathedral Director of 
Music as required.  They, in addition to an external consultant and a member of St James’ 
congregation will form a Management Group with which you will meet half-termly. 
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6. Meetings/Communication/Liaison 
To attend meetings at St James’ and the Cathedral as directed.  To liaise internally with staff and 
volunteers at St James and the Cathedral as appropriate, and externally with local schools. 

 
7. Hours 

The post is based on 37 hours per week worked flexibly to meet demands.  Time of in lieu will be 
given as appropriate. The majority of the work is likely to be delivered during school term time. It 
is essential that the successful candidate is able to work at major church festivals such as Christmas 
and Easter. 

 
8. Annual Leave 

Annual leave entitlement is 25 days plus two ‘given’ days over Christmas and New Year and in 
addition all statutory public holidays (though these may need to be taken on other than the 
designated days as appropriate).  Annual leave is to be agreed by the Priest-in-Charge.  

 
9. Sickness 

Absence from work due to sickness should be reported on the first day of illness (or as soon as 
possible) to the Priest in Charge, St James’ or Cathedral Director of Music as appropriate.  Self            
-certification is required for one to seven days (forms are available from and should be returned to 
the Cathedral Office Manager) and a medical certificate is required for more than seven 
consecutive days’ illness. 

 
10.  Policies 

Adhere to all policies and guidelines of Portsmouth Cathedral and St James’ as appropriate.  Carry 
out any other duties as required within the scope of the post. 

 
11. Training 

Attend training courses as appropriate to enable you to fulfil the responsibilities and duties 
required.  

 
12. Pension 

Portsmouth Cathedral offers a 7.5% pension employer contribution with 1% employee contribution 
as part of the Church Workers’ Pension Scheme.  

 
13. Safeguarding – Disclosure and Barring Service 

Portsmouth Cathedral is committed to safeguarding and promoting the welfare of children, young 
people and vulnerable adults and its policies are in accordance with those of the Diocese of 
Portsmouth. This post is subject to the satisfactory completion of the appropriate enhanced 
Disclosure and Barring Service declaration which will be dealt with confidentially. 
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PERSON SPECIFICATION 
 
Essential Qualities 

 A Music degree or other appropriate qualification/experience. 
 Have demonstrable ability as a Singing Leader and sufficient ability as an accompanist to be able 

to teach and deliver workshops to children in classrooms. 
 A talented musician in sympathy with the worship, ministry, and ethos of St James’ Milton and 

Portsmouth Cathedral. 
 A good communicator who can inspire children of all ages alike, and who can relate well to 

non-musicians.  
 A team player with an enthusiastic and positive approach. 
 An efficient and reliable administrator with relevant IT knowledge  
 An interest in, or up-to-date knowledge of church liturgy. 
 An understanding of current issues and best practice relating to Safeguarding, and a willingness 

to undertake training as required.  
 An active member of the Church of England or a church in good standing with the Church of 

England. 
 Excellent time management. 

 
Desirable Qualities 

 Some experience in music education. 
 Experience of working with children. 
 A full driving licence.  

 
This appointment is subject to Enhanced DBS clearance. 
 

 


