Head Verger (Full-time, continuing)
Position Description
St Paul’s Cathedral Melbourne is the Metropolitical and Cathedral Church of the Anglican Diocese of
Melbourne, Victoria. It is the seat (cathedra) of the Anglican Archbishop of Melbourne, who is the
Metropolitan of the Province of Victoria, and the Primate (presiding bishop) of the Anglican Church of
Australia. The Cathedral is governed by a Chapter (Governing Body) of clergy and laypeople with the
Archbishop of Melbourne as its President.
The Cathedral is a major Melbourne landmark. It is open every day of the year for worship, for diocesan,
congregational and community activities. The Cathedral conducts a minimum of eighteen acts of worship a
week. Some 400,000 visitors each year come to look, listen, and pray at St Paul’s. Visitor needs are served
by volunteer guides and chaplains, and gift shop staff.
The Cathedral receives no regular income from the State Government or the Anglican Diocese of
Melbourne. It relies on monies raised from visitors and the members of its congregations to ensure that the
building can be properly maintained and remain open as a place of worship for all. The Cathedral currently
employs around 20 staff in a variety of roles and is supported by a large number of trained volunteers.
Further information about the Cathedral’s ministries and work is available online, at: cathedral.org.au. Full
details of the Cathedral’s vision and five year program can be found online, at:
cathedral.org.au/cathedral/vision.
Role and Purpose
The Cathedral serves eighteen Sunday and weekday congregations; federal, state, civic and diocesan
organisations and individuals; local schools and colleges; arts providers; community groups and
associations; and members of the public.
A team of vergers (the Cathedral’s ceremonial and operational staff) ensure that the Cathedral’s fabric and
fittings are maintained properly; that the Cathedral is prepared for services and special events; and that
worshippers, visitors and pilgrims are able to enjoy the peace of a safe and welcoming environment. They
Cathedral’s vergers provide security during opening hours, and ensure the Cathedral is secured out of
opening hours.
The Cathedral now seeks to recruit a full-time Head Verger to coordinate the work of the Cathedral’s verger
team. The full-time head verger will work with a team of experienced part-time and casual vergers, and will
join a friendly, diverse and hardworking team of paid and volunteer Cathedral staff.
Key Working Relationships
•

The Head Verger reports operationally to the Precentor (The Revd Canon Heather Patacca) and
formally to the Administrator (Mr Trevor Whittaker);

•

The Head Verger liaises with all Cathedral staff, Dean and Chapter, worshippers and visitors.

•

The Head Verger regularly liaises with members of the public, and representatives of the
Cathedral’s main stakeholder groups, such representatives of the Anglican diocese, its parishes,
schools, colleges and other agencies, as well as with the Cathedral’s volunteers.

Basis of Employment: Fulltime, continuing
Salary: $50,000-55,000 per annum, depending on prior experience
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Reports to: The Cathedral Administrator (Mr Trevor Whittaker, Tel. 03 9653 4302)
Working Days: Monday-Friday (some weekend and out of hours work by negotiation, remunerated at
Miscellaneous Workers Award hourly rates)
Working Hours: 11.30AM – 7.00PM (7.30PM on Tuesdays)
Uniform: A ceremonial uniform (cassock and verger’s gown) is provided.
Day dress: Black clothing and shoes.
1. Main Areas of Responsibility
The Head Verger’s role combines ceremonial functions with key operational and maintenance functions.
S/he will coordinate a team of trained verger staff, rostered on a permanent part-time or casual basis,
including the Dean’s Verger, who takes on the Cathedral’s verger duties on Monday-Wednesday mornings.
The Head Verger provides a Monday-Friday oversight of the Cathedral’s Verger Team. However, the role
does require some after-hours work, and some weekend duties.
The successful candidate will receive full training in the relevant Cathedral duties and protocols.
1.1. Operational Care of the Cathedral and Cathedral Buildings
•

Coordinate shifts for casual vergers to ensure 365-day coverage of verger duties; liaise with the
Administrator and Precentor in convening verger meetings to establish shift arrangements and
other duties;

•

Coordinate vergers to secure the Cathedral and Cathedral buildings outside opening hours,
alarming the building at night; and take a share in these duties when rostered;

•

Coordinate, and take a share in, after hours call-out duties by the verger team;

•

Coordinate vergers to ensure coverage of the routine maintenance and running of the Cathedral
and precincts, and take a share in these duties when rostered;

•

Instruct new vergers in the operation of the Cathedral’s operational systems, including

•

§

the Cathedral’s sound system and equipment;

§

the Cathedral’s lighting system;

§

the Cathedral heating system,

§

the Cathedral security and alarm systems.

Report any defects or maintenance issues to the Administrator.

1.2. Liturgical Care of the Cathedral and Sacristy
•

Coordinate vergers and take a share in the care of linen, silver/plate, candles and altar frontals;

•

Coordinate vergers and take a share in keeping the Cathedral and Sacristy neat and well-ordered;

•

Coordinate vergers and take a share in the replenishing of votive candles and maintaining the
cleanliness of votive candlestands;

•

Supervise the Cathedral’s liturgical stock (altar breads and wine, candles, etc.) and discuss
purchasing orders with the Warden of Vergers, Dean’s Verger and Administrator;

•

Arrange for the laundering of altar linen and liturgical vestments.

1.3. Ceremonial and liturgical duties
•

Prepare for each Cathedral liturgy according to the requirements of the Dean and Chapter, as
instructed by the Precentor;

2

Head Verger [12/16]

•

Prepare each relevant Cathedral area for worship (provide Orders of Service for worshippers,
prepare altar vessels, service books, candles and operate the sound system for worship);

•

Verge (lead) the Dean in Procession at daily worship, and verge readers and dignitaries during
Choral worship;

•

Take a lead, as directed by the Precentor, at leading the verger team at special services and events.

•

In the absence of the Cathedral clergy or other ministers, conduct said Evening Worship;

1.3. Events and other Cathedral Functions
•

Coordinate vergers and take a share in setting up chairs, staging, microphones etc. for concerts,
events and services as directed by the Precentor, Administrator or Events Coordinator;

•

Coordinate vergers and take a share in supervising Cathedral events and concerts;

•

After evening events, ensure that the Cathedral is set up for the next day’s activities.

1.4. Cathedral Security
•

While on duty, take responsibility for maintaining the security of the Cathedral, Cathedral Buildings
and precinct, including regular checks on the buildings;

•

Maintain a visible presence in the Cathedral, and respond to any security concerns raised by
Cathedral shop staff, volunteer guides and chaplains;

•

Escalate any serious safety or security concerns to the emergency services as necessary;

•

In an emergency, apply the Cathedral’s emergency procedures and ensure the safe evacuation of
the buildings;

•

At services, maintain the safety of Cathedral silver/plate and other valuables;

•

At services, ensure the safe storage of collection moneys together with the clergy member or lay
Canon on duty;

•

Take a part, as directed by the Administrator, in the transfer of offerings in donation boxes to
secure storage.

1.5. Occupational Health and Safety
•

Act as a first port of call for the verger team in reporting any OHS issues to the Administrator;

•

Instruct members of the verger team in, and ensure adherence to, the Cathedral’s safety protocols
and procedures; be aware of the locations of safety power switches, fire-fighting equipment, and
other safety equipment, and of their appropriate use.

2. Person Specification, Skills and Experience
2.1. Qualifications and Experience
•

Educated to VCE level or equivalent;

•

A relevant Certificate IV or equivalent qualification desirable;

•

A team builder, able to coordinate a team of experienced colleagues of diverse ages and
backgrounds;

•

Previous experience in security or building maintenance, or work with members of the public in
another customer-centred industry

2.2. Skills and Attributes
•

Understanding of the work of the Anglican Church of Australia and commitment to the Cathedral’s
values and ethos; communicant member of the Anglican Church or a church in communion with it;

•

Permission to work in Australia;
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•

Good communication skills, both verbally and in writing; confident in using Microsoft Office,
electronic diary and email;

•

Self-motivated, able to work unsupervised, and take initiative when required;

•

A friendly and welcoming personality, relating well to members of the public; able to offer a warm
welcome to visitors and worshippers – even at the end of a long shift;

•

Professional, ‘can do’ and proactive attitude with flexible approach and ability to balance
competing and conflicting priorities; willing to work overtime and at weekends when required;

•

Calm and collected, able to work under pressure; enthusiastic, energetic and practical;

•

Ability to resolve conflict with superiors and peers in a professional and participative manner;

•

Capacity to enjoy the rapid and demanding pace of life and work in a metropolitan Cathedral.

Working conditions
•

Prior to appointment, the successful applicant will need to provide a current Working with Children
check and current Police Certificate, in preparation for clearance to Diocesan Professional
Standards Protocol;

•

Following the successful completion of a six-month probationary period, the Head Verger will be
offered a three-year renewable contract by the Cathedral Chapter.

•

The Head Verger works from the St Paul’s Buildings adjacent to St Paul’s Cathedral, 209 Flinders’
Lane, Melbourne, Victoria, 3000.

•

Daily working routines may include the following conditions:
o
o
o
o

Light work lifting up to 20kg on an infrequent basis and/or carrying up to 5kg;
Walking and standing to a significant degree;
Occasionally required to climb ladders, stoop, or navigate confined spaces;
Occasional extended hours, need to be ‘on call’, and ability to respond promptly in the
event of after-hours emergencies.

Application Process
St Paul’s Cathedral Melbourne seeks expressions of interest from those who will contribute to an atmosphere
in which diversity is valued and supported. Applications should be directed to the Cathedral Secretary, Ms
Hannah Hornsby, by email (hhornsby@cathedral.org.au) or post at St Paul’s Cathedral, 209 Flinders Lane,
Melbourne, Victoria 3000, Australia. Applications need to be received by 5pm Australian Eastern Standard
Time on Friday, 20 January 2017, in order to be considered.
Applicants should include:
•
•

•
•

A full Curriculum Vitae;
The names of three referees, indicating one reference on the applicant’s skills and achievements, one
reference by a colleague or team member, and one personal reference. At least one of the three
references should be from the applicant’s current employer.
A covering letter responding to this Profile and Position Description.
An indication of when they would be able to commence work at St Paul’s Cathedral, should their
application be successful.

For further details regarding the post or the application process, please contact the Cathedral Secretary.
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