
St Edmundsbury Cathedral 
  A beacon of faith, hope and love in Suffolk 
 
 
 
 

 
 

JOB TITLE:   Assistant Director of Music (Sub-Organist) 
   
LINE MANAGER: Director of Music (Organist & Master of the Choristers) 
 
OVERSIGHT: Canon Precentor 
 
JOB SUMMARY: The principal Organist for all choral services at the Cathedral, 

responsible for the training of Junior Choristers and Probationers, 
and Director of the St Edmundsbury Singers. In addition to the 
musical duties, the Assistant Director of Music is an integral part in 
the administration of the Music Department, sharing and taking 
responsibility as appropriate. 

 
TERMS OF EMPLOYMENT: 
 
Salary: £16,500–£17,500, dependent on experience. Extra fees are payable 

for some special services (Weddings, Funerals etc.). 
  
Housing: Modest accommodation is available during the appointment for the 

better performance of your duties. Council tax, water and telephone 
line rental are included.  Your occupation of the property shall be as 
a licensee and you shall enter into a Service Occupancy Agreement 
at the same time relating to the property. However, it is recognised 
that you may wish to take responsibility for your own housing. A final 
remuneration package would be negotiated in light of this decision. 

 
Hours of Work: Full time with one day clear of Cathedral duties each week.  The 

number of hours worked each week will normally fall between 45 
and 55 during term time, being significantly lower during holidays. 
See the Weekly Timetable below for more information. 

  
Annual Leave: You will be entitled to half of all Choir Holidays as paid holiday, 

equating to roughly 36 days per annum, including 6 Sundays. Choir 
Holidays are agreed annually and correspond to national school 
holidays with the exception of the days until Christmas Day and the 
days from Palm Sunday to Easter Day. You may be required to work 
on Bank Holidays. 

 
Contract: The post is subject to a three month probationary period. 
 
The Cathedral Church of St James and St Edmund, Bury St Edmunds, was created in 1914 when 
the existing St James’s Church was selected as the seat of the new Bishop of St Edmundsbury and 
Ipswich. The Cathedral remains also a parish church. The building was enlarged by Stephen Dykes 
Bower in the 1960s and its central tower was opened by HRH The Prince of Wales and The Duchess 
of Cornwall in 2005. New cloisters, chapels and other building works were completed and 
consecrated in 2009. Further major projects were completed in 2010, namely the installation of the 
vaulted ceiling and the refurbishment of the Cathedral organ. 
 
St Edmundsbury Cathedral maintains a daily round of worship with the Anglican choral tradition of 
music at its heart. The Book of Common Prayer and Common Worship are used on a daily basis for 
routine services and there is a vast range of special services of celebration, thanksgiving and 
commemoration when local and national bodies and individuals attend. In addition, there are a 



significant number of secular events such as concerts and art exhibitions on an almost weekly basis. 
The Cathedral is also a principal destination in East Anglia for tourists and other visitors and also 
provides a significant educational programme for schools visits. 
 
St Edmundsbury Cathedral Enterprises Limited oversees the Cathedral Gift Shop, our Tourist 
Information Point, Pilgrim’s Kitchen (café/restaurant) and our external events facilities.  

 
St Edmundsbury Cathedral is a lively and exciting place in which to work. The completion of major 
building works has seen the Cathedral grow in size and activity and the place has become busier. The 
extraordinary variety of people who are associated with the Cathedral and the remarkable diversity of 
the events which take place here mean that there is much to capture the imagination of the 
Cathedral’s employees; much to be done, and much to enjoy. 
 
Cathedral worship is overseen by the Canon Precentor and is normally led by the Cathedral’s 
Residentiary Canons, Readers and Auxiliary Clergy. Music in Cathedral services is normally led by 
one of the Cathedral’s choirs. Services are facilitated by the Cathedral’s Vergers’ Team and the 
volunteer Servers’ Team. The Cathedral’s congregation assists in worship in a variety of ways 
including scripture readings and in the leading of prayers. The post-holder will be involved in liaising 
with all of these teams. 
 
The Music Department consists of two full-time musicians: Director and Assistant Director of Music, 
along with four part-time staff: the Organ Scholar (shared with KEVI), the Singing Teacher, the 
Director of the St Cecilia Juniors, and the Chorister Supervisor. The Department is overseen by the 
Canon Precentor, and secretarial/administrative support is provided by the Liturgy and Music 
Administrator.  
 
There is also a St Edmundsbury & Ipswich Music Development Director who is in contact with 
churches in the Diocese, establishing a Cathedral-led Outreach Project (‘InHarmony’). Through the 
InHarmony music outreach project, the Cathedral is resourcing parish music across the Diocese, 
helping churches use a breadth of music to develop their mission in the local community.   
 

There are six different choirs who provide music for the regular services. The Cathedral Choir sings at 
the majority of services and consists of around 14 boys and 10 men. The back row is made up of 
voluntary Lay Clerks and two Choral Scholars. The Colts Choir is the junior boys’ choir, which acts 
independently of the Cathedral Choir, but many Colts go on to become Choristers.  The St Cecilia 
Juniors is the junior girls’ choir and has its own director. The St Cecilia Chorale is the Cathedral’s 
youth choir, and has several old Choristers and old St Cecilia Juniors amongst its number.  The St 
Edmundsbury Singers is a ladies’ choir, and is run by the Assistant Director of Music. The final choir 
is Men’s Voices which provides music (some plainsong, some polyphonic) for most Wednesday 
evensongs. Further details on all the choirs can be found on the Cathedral Website, and in the Choral 
Opportunities leaflet. 
 
ROLE & RESPONSIBILITIES 

 
Organ playing, choir training and other musical duties  

• Work under the direction of and in partnership with the Director of Music in providing music for 
all Cathedral services. 

• Play the organ at statutory and special services as required.  

• Accompany the Cathedral Choir in services and concerts both in the Cathedral and 
elsewhere. 

• Accompany the other Cathedral choirs in all Cathedral services. 

• Personal musical preparation and practice, and learning of new repertoire.  

• Perform at least one organ recital at the Cathedral each year. 

• Play a full part in the regular pattern of rehearsals for the Choristers and Lay Clerks.  

• Take responsibility for the training (singing and theory) of the Probationers and Junior 
Choristers, using Voice for Life, under the oversight of the Director of Music.  

• Recruit, rehearse and direct the St Edmundsbury Singers, taking responsibility for all 
administration and planning.  



• Work with the Director of the Director of St Cecilia Juniors as required. 

• Maintain and enhance high standards in all aspects of the Cathedral’s musical activity.  

• Sing at Men’s Voices’ Evensong or as required, including special services (if appropriate).   

• Deputise for the Director of Music in his/her absence.  

• Assist the Director of Music with chorister recruitment visits to schools. 

• Assist with the training and mentoring of the Organ Scholar. 

• Assist the Director of Music in such other duties as may be required.  
 
Forward planning and strategic development  

• Meet weekly with the Liturgy and Music Department for forward planning and general 
discussion of current issues.  

• Weekly meeting with the Director of Music and Organ Scholar. 

• Contribute as requested to other consultative bodies: including the Friends of the Cathedral 
Choir, the termly Lay Clerks’ meeting, the termly Chorister Parents’ Evening, and the Choir 
Tour Committee.  

• Lead the termly St Edmundsbury Singers’ Diary Meeting. 

• Take part in the periodic Music Review Group meetings. 

• Where appropriate, respond to opportunities to create / compose music for the liturgy. 

• Contribute creatively to further the objectives of the musical establishment of the Cathedral.  
 
Administration and departmental responsibilities  

• Select organ music for the regular and statutory services of the Cathedral and contribute 
other selections of choral music and hymns, responding creatively to the liturgical context, 
planning to agreed deadlines, and consulting with others. Voluntaries for Sundays and special 
services are published on the weekly Service Schedules.  

• Support the Liturgy and Music Administrator and Canon Precentor in providing information for 
and proof-reading the Weekly Bulletin, Service Schedules, and all special orders of service.  

• Share responsibility for the Music Library, ensuring that music is purchased, bound, labelled, 
maintained and catalogued in good condition, and that the correct music is available for 
rehearsals and services. Contribute to the development of the Cathedral’s Psalter, 
occasionally producing new Psalms in the house style.  

• Share responsibility for the general running of the Music Department and choirs, taking full 
responsibility for certain areas, such as The Termly Diary. 

• Select, advise and co-ordinate all arrangements for visiting choirs.  

• Administer the lunchtime concert series (currently April to October).  

• Share responsibility with the Director of Music for the Organ Festival, an annual series of 6 or 
7 Saturday concerts. 

• Contribute to the administration for Music Department concerts (e.g. the annual Messiah). 

• Contribute to any departmental projects such as tours, recordings, special events, 
commissions, etc.  

• In collaboration with the Director of Music and Visits and Communications Manager, prepare 
Music Department publicity material (for recruitment and concerts) to a high standard, 
according to the Cathedral’s Style Guide, and ensure the Cathedral website and Social Media 
channels are up to date from a Music Department perspective.  

• Be responsible for submitting and completing PRS returns. 

• To be familiar and comply with Cathedral Policies but in particular the Health & Safety Policy, 
the Safeguarding Policy and the Cathedral’s Social Media Policy. 

 
Routine Meetings and Communication  

• Attend the weekly Diary Planning Meeting.  

• Attend Full Staff Meetings. 

• Represent the Music Department on the Communications Committee (4-5 times a year). As a 
member of this Committee, share responsibility for proof-reading all Cathedral publications.  

• Attend the Assistant Cathedral Organists’ annual residential and one day conferences.  

• Take part in Choir social activities. 
 



The Diocese and beyond  

• Participate in any music outreach projects that the Cathedral runs.  

• Take part in occasional Cathedral Choir Parish Visits. 

• Participate in the annual Diocesan Choirs’ Festival.  

• Respond as appropriate to requests from diocesan bodies, parishes and organisations such 
as the Royal School of Church Music for assistance or advice.  

• Membership of RSCM Suffolk and SOA are encouraged. 

• To undertake professionally and appropriately any other duties reasonably requested. 

 
WEEKLY TIMETABLE 
 
What follows is a rough guide to the weekly timetable of rehearsals and duties, but this is frequently 
supplemented or altered by special events. 
 
Monday  Day off 
 

Tuesday 0800-0835 Chorister rehearsal  
  1100-1130 Liturgy and Music Department Meeting 
  1600-1635 Colts rehearsal (supervise) 
  1645 for 1730 Evensong sung by either the Colts, St Cecilia Chorale 

or St Edmundsbury Singers (direct) 

1800-1845 St Edmundsbury Singers (on evensong days) 

 

Wednesday 0800-0835 Chorister rehearsal (train Junior Choristers) 
  0915  Diary Planning Meeting 
  (1600-1700 St Cecilia Juniors rehearsal (not normally required)) 
  1645 for 1730 Evensong sung by Men’s Voices (sing) 
    Twice a term, Evensong is sung by the St Cecilia Juniors (play) 
  (1915-2030 St Cecilia Chorale rehearsal (not normally required)) 
 

Thursday 0800-0835 Chorister and Probationer rehearsal (train Probationers) 
1530 for 1730 Chorister tea (help supervise), followed by Probationer theory (teach), 

then rehearsal for 
Evensong sung by Choristers and Probationers (play) 

  1915-2100 St Edmundsbury Singers rehearsal (once or twice a month) (direct)   
This is not regular, and fits in with their Evensongs.  Occasionally it 
takes place on Tuesday evening instead, and sometimes from 1800-
1845 after they have sung Evensong. 

 

Friday  0800-0835 Colts and Probationer rehearsal (train Probationers) 
1530 for 1730 Chorister tea (help supervise) 

 Evensong sung by Cathedral Choir (play) 
1815-1930 Cathedral Choir rehearsal and Lay Clerks only rehearsal (play) 
 

Saturday Usually clear of regular duties 
 

Sunday  0915 for 1000 Sung Eucharist sung by Cathedral Choir (play) 
1130 Mattins sung by Cathedral Choir (except on the first Sunday of the 

month, when a rehearsal takes place instead) (play) 
1445 for 1530 Evensong sung by Cathedral Choir (play) 

 
 
PERSON SPECIFICATION 
 
Essential Qualities 

• Proven competence as an organist (ARCO or equivalent). 

• Understands the potential of hymn playing, improvisation and choice of organ music to 
enhance the liturgy, and who can respond sensitively to liturgical direction. 

• Knowledge of a broad spectrum of organ repertoire, seeking to actively expand it. 

• Previous experience in working with a cathedral, collegiate or greater church choir. 

• Experience of working with and training children’s voices. 



• A team player who will be a reliable assistant, and who will have the context of the whole 
Music Department and Cathedral in mind when undertaking his/her work. 

• A professional who is dedicated to achieving high standards for him/herself and others both in 
terms of musicianship and accuracy, who prepares well, and who is appropriately self-critical. 

• Ability to work under pressure and to strict deadlines. 

• Proven ability of Microsoft Office including Outlook, Excel, Publisher, PowerPoint, and 
proficient in Sibelius. 

• A willingness to engage and maintain good relationships with a wide and diverse number of 
colleagues, volunteers and congregation. 

• Someone who is willing to take part in the life and world of the Cathedral community and the 
wider community. 

• A person who will exercise reasonable flexibility in their working hours where necessary. 
 

Desired Qualities 

• FRCO or equivalent. 

• A degree in music. 

• Experience of directing choirs of amateur singers. 

• A communicant member of the Church of England or another Church in communion therewith 
and in close sympathy with the Anglican liturgical tradition. 

• The ability to think outside the box. 

• Driving licence. 

• Willing to be trained as a first aider. 

• Energy, enthusiasm and a good sense of humour. 

 
 
This job description is an operational document and does not form part of your contract of 
employment. It may be that from time to time you are expected to perform tasks that may not be 
expressly part of the job description but are nonetheless necessary in the day to day performance of 
your duties. St Edmundsbury Cathedral reserves the right to amend the job description as may from 
time to time be necessary to meet the changing needs of the organisation. 
 
Closing date: 9:00 am on Wednesday 16th January 2019. 
Interviews will take place on Thursday 24th and Friday 25th January. 
 
Please apply, using the Cathedral’s Application Form, to: 
 
Sarah-Jane Allison 
Administrator and Head of HR 
St Edmundsbury Cathedral 
Abbey House 
Angel Hill 
Bury St Edmunds 
IP33 1LS 
Email: HR@stedscathedral.org 
Tel: 01284 748720 
 
The appointed candidate will need to have an enhanced DBS check (including barred list check) 
before commencing work.  
 

 


