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	Job Description

	Job title
	Lay Clerk (Tenor)

	Department
	College Choir

	Reports to (Position Title)
	The Director of Music


This document outlines the output and key accountabilities required of the post holder, as well as skills, qualifications and experience needed in order to carry out the role. It is not a definitive list.
	Purpose of the role



	
The post holders will be required to sing in the College Choir on five days out of seven, comprising 3 services per week during the eight weeks of full term (Tuesday, Thursday and Sunday) and rehearsals on Monday and Wednesday evening. The Lay Clerks will also be required to sing at special services such as Solemn Eucharist for Ash Wednesday, Requiem for All Souls and Carol Services, and some Sunday morning services.

For the full details of the Choir’s activities, please visit www.gonvilleandcaiuschoir.com

	


	Background information

	Based at
	Trinity Street, Cambridge, CB2 1TA

	Hours of work
	The post-holders needs to be available during full term (3 x 8 weeks) plus up to 5 weeks during the vacations for other Choir activities

	Contract type
	1 year fixed term contract (October 20 – September 21)

	Qualifications
	 (1-3) years of professional vocal tuition and be able to sight read to a high standard

	Work experience
	Considerable experience of singing in Anglican worship

	Budget responsibilities
	None


	Main duties and Responsibilities 

	· The Lay Clerk will be required to sing for all services during full term (including evenings and weekends)

· Sing at all rehearsals (including evenings and weekends), and external engagements as listed on the choir timetable.

	· The Lay Clerk should demonstrate a high level of musicianship and present a professional attitude at all times.

	· To attend singing lessons as required.

	· Sing at all special services throughout the year, as required by the Director of Music.

	· Travel with the choir where necessary for concerts, tours, recordings and broadcasts.
This may require overnight stays 


Further requirements & Information relevant to the role
	Additional role requirements
	Yes
	No

	DBS check
	X
	

	Lone working
	
	X

	Manual handling
	
	X

	Working at height
	
	X

	Uniform Required
	X
	

	Other (please specify)
	
	

	
	
	

	Training / verification requirements
	
	

	Fire safety
	X
	

	Health & Safety
	X
	

	Data Protection
	X
	

	Equality & Diversity
	X
	

	Prevent
	X
	

	Cyber security
	
	

	Dignity at work
	   
	

	Anti-bribery and corruption
	
	

	Other (please specify)
	
	

	
	
	


Team Responsibilities

· Participate in choir/chapel meetings when required.

· Share ideas for improvements. 

· Help other members of the choir when you have spare capacity or time. 

· Help cover attendance shortfalls when required.

· Help to keep the department calm by working well and showing consideration for others
This role profile outlines the duties required at the current time to indicate the level of responsibility. It is not intended to be a comprehensive or exhaustive list and may be varied by the College management to include other reasonable requests which are up to the same skill level, and of the same type, already undertaken and which do not change the general character of the job or the overall level of responsibility.
Health and Safety

All employees must adopt a responsible attitude towards health and safety and to comply with any procedures as required by the College in order to ensure the health and safety of themselves, their colleagues and any other persons that may be affected by their actions.  They must be prepared to undertake any training provided in relation to health and safety or which is identified as necessary in relation to their work. 
Continuous Professional Development

Caius is supportive of continuous professional development and opportunity for training and development will be provided.
	Person Specification


	Job Description

	Job title
	Lay Clerk (Tenor) 

	Department
	College Choir

	Reports to (Position Title)
	The Director of Music


	
	Criteria
	Essential
/Desirable

	Qualifications and Training 
	· 2 years + of professional vocal tuition and be able to sight read to high standard
·  Relevant experience of singing in Anglican worship.
	E

	Knowledge, Skills & Proven abilities
	· Demonstrate a high standard of musicianship
·  Maintains a professional attitude at all times.
	E

	Behaviours
	· Able to work independently or as part of a team
· Demonstrate a high standard of personal appearance

· Ability to embrace change
	E
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