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JOB DESCRIPTION AND PERSON SPECIFICATION 

 

Job Title Education Officer 

Salary Band Band 6 (£27,018 - £31,330 FTE)  

Hours of Work  3 days per week, usually Tuesday to 
Thursday (21 hours), during term 
time  

Section/Team Education 

Reporting to Lead Education Officer 

Reporting to job holder (Non-employee basis) 
Volunteer assistants in Education 
Centre 
Cathedral Guides when working with 
school visitors 
 

Date of issue January 2018 

 

Overall Purpose of Post 

Drawing on their experience as a qualified teacher, the post holder will 
direct all work and projects requiring educational input, including the 
direct delivery of learning experiences to children and young people. 
 
The duties and responsibilities of this role will be reviewed in light of the 
development of the Cathedral’s Project Pilgrim Phase 2 in September 2020.   
 

 

Health and Safety 

 
It is a general duty of all Cathedral staff to ensure they are familiar with the 
Health and Safety Policy and to adhere to it at all times. 
 

 

 Responsibilities and 
Accountabilities  
 

Nature and Scope of Role  

1 To give children an experience of 
the Cathedral which contributes to 
their education, through delivery 
of educational activities and 
resources which support National 
Curriculum subjects, R.E and 

This includes: 
- regular monitoring of    
developments in the National 
Curriculum, R.E. and SMSC (Spiritual, 
Moral, Social and Cultural 
development). 
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Spirituality. - keep up to date with various 
Government  initiatives within 
Education 
- Supporting the Cathedral to 
emulate best pedagogical classroom 
practice in the delivery of provision. 
- devising and delivering learning  
for children and young people 
throughout the county and adapting 
programmes to support out-of-county 
pupils and those from the non-
maintained sector. 
- Tailoring these learning experiences 
to the requirements of individual  
schools and pupils, e.g. Key stages 1-
4; those with SEN. 
 

2 To Deliver the Cathedral’s Schools 
education programme 
 

This includes: 
- delivering tours and teaching 

sessions for primary school 
children related to the National 
Curriculum and Religious 
Education (Gloucestershire Agreed 
Syllabus), including interactive 
learning and presentations 

- advising teachers on suitable 
educational experiences for 
specific pupil groups, and creating 
tailor-made learning 

- keeping up to date with 
curriculum development 

- liaise with subject coordinators 
within schools that visit regularly 

- keeping up to date with best 
practice in education related to 
learning styles 

- developing and delivering other 
activities based on aspects of the 
Cathedral, its purpose and 
history, for primary and secondary 
pupils 

- provide training sessions for 



 

3 of 8 

undergraduate and post-graduate 
trainee teachers  

- marketing the schools programme 
to schools within the county and 
beyond 

- Ensuring that resources, for 
example, costumes and activity 
boxes, are delivered around the 
Cathedral and its grounds. 
 

3 With the Lead Education Officer  
contribute to developing the 
overall life-long learning strategy 
of the Cathedral and to provide 
educational input into other 
relevant projects. 

This includes: 
- developing and implementing new 

ideas for tours and other 
educational activities   

- developing and hosting one-off 
events of an educational or 
cultural nature 

- liaising with outside organisations 
to plan and develop the 
educational elements of specific 
projects 

- liaising with the Community 
Engagement Manager to review  
the Cathedral’s current 
educational provision in line with 
the Pilgrim Activity Plan delivery 
of education-specific goals.                                        

- maintaining the profile of the 
Education Centre within the 
Cathedral community 
 

4 To assist with the bookings and to 
administer visits by schools and 
other groups of children. 

This includes: 
- Liaising with the Visitor 

Experience Officer re Cathedral 
diary entries and bookings 

- Processing booking forms and 
liaising with Finance department 
regarding invoicing  

- negotiating and monitoring pricing 
structures for educational visits 

- managing the booking, 
participation levels and staffing of 
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one-off events 
- with the Lead Education Officer 

manage the Education diary  
- provide the opportunity for 

schools to evaluate their 
educational experience 

- consider our practice in response 
to schools’ feedback 
 

5 To create educational material for 
use with visiting schools. 
 

This includes: 
- conceiving, designing and 

producing documentary resources 
- ordering and utilising design 

technology materials 
- the preparation of information 

leaflets at the relevant 
educational levels 

- creating activities and resources 
for active learning 
 

6 To occasionally promote activities 
for children visiting the Cathedral 
during school holidays and  
weekends. 
 
 
 
 
 
 

This includes: 
- liaising with the Community 

Engagement Manager and the 
Volunteering Manager for the 
delivery of ‘family-friendly’ 
activities 

- producing relevant material and 
resources for use by independent 
visitors 

- maintaining a flexible approach to 
work by undertaking any other 
reasonable work requests to 
ensure the Education department 
can meet its objectives, and to 
carry out any other appropriate 
duties that the line manager, 
senior management or Chapter 
may request occasionally.  This 
may be to occasionally work 
weekends and/or school holidays 
with prior notice.   
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7 
 

To assist in the recruitment and 
training of educational volunteers 
and to manage them within the 
context of teaching sessions. 

This includes: 
- liaising with the Volunteer Officer 

for the safe recruitment of 
suitable volunteers for work with 
children 

- producing materials for the 
training and guiding of volunteers, 
specific to the range of tours and 
activities provided 

- advising volunteers of changes in 
educational practice and provision 

- regular presentations to volunteer 
groups, promoting the Centre’s 
work 

- leading a session on the work of 
the Education Centre on the 
Guides Training Course 

 
 

8 
 

To be trained and assessed as a 
Cathedral Guide 

This includes: 
- attending sessions to cover the 

information required when guiding 
groups in the Cathedral 

- preparing for and passing an 
assessment 

- attending further courses and 
retaining an up to date knowledge 
of developments affecting guiding 
 
 

9 To participate in Cathedrals Plus 
and local networking groups.   

This includes: 
- attending national and regional 

conferences where appropriate 
- maintaining relevant knowledge of 

best education practice within 
Cathedrals and Greater Churches 
at a national level 

- membership of and training 
opportunities offered by 
Gloucestershire Heritage 
Education Forum.   
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10 
 

To be responsible for the welfare 
of the children whilst in the care 
of the Cathedral 

This includes: 
- ensuring best practice is followed 

in Safeguarding matters for staff 
and volunteers 

- ensuring the availability of a 
trained First Aider 

- be aware of changes and 
developments regarding Health & 
Safety matters both for St Mary’s 
Gate and the Cathedral. 
 

11 To liaise with Cathedral officers 
and staff 

This includes: 
- liaising with the Volunteer Officer 

and Visitor Experience  Officer in 
matters affecting volunteers and 
the Cathedral diary 

- liaising with the verger team in 
preparing for Cathedral events 

- liaison with the masons’ yard for 
the provision of tours 

- attending staff briefings 
 

12 Maintain current partnerships with 
other providers and develop new 
ones.  

This includes: 
- Liaising with the Masjid E Noor 

Mosque, Cheltenham Synagogue, 
Gloucester Life Museum and the 
Gloucester City Museum regarding 
bookings and visits 

- involvement in the Diocesan 
leavers’ services when requested 

- representing the Cathedral in the 
planning of Diocesan children’s 
events 
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PERSON SPECIFICATION 
 

Attributes Essential Desirable 
 

 
General 
 

Be sympathetic to the aims and 
ethos of Gloucester Cathedral 
and the Church of England. 
 
Have a sound knowledge and 
understanding of the Christian 
faith, its traditions, theology 
and practice.  
 

Have an understanding of 
the structure and teachings 
of the Church of England.  

 
Qualifications 
and Training 
 
 

Educated to degree level. 
 
Qualified teacher with QTS. 

RE or History subject 
specialist 

 
Experience 
 

Recent proven track record in 
the imaginative delivery of 
learning experiences to a broad 
schools audience. 
 

Ideally with teaching 
experience across the 
different Key Stages and 
curriculum areas. 

 
Knowledge, 
skills and 
abilities 
 

Sound knowledge and 
understanding of History and RE. 
 
Sound knowledge of current 
curriculum content, initiative 
and best practice across the 
schools sector. 
 
Up to date IT skills, including 
Microsoft Office, Outlook and 
Publisher 
 
Sound communication and 
interpersonal skills with both 
adults and children. 
 
Able to deliver content to large 
groups in a public area in an 
engaging and informative way. 

Experience of managing 
own time and workload 
with minimal supervision 
 
Experience of working in 
small teams 
 
Experience of working with 
volunteers 
 
Experience of recruiting 
volunteers 
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Personal 
Qualities 
 
 

Sensitive to the educational 
needs of children across the full 
range of abilities. 
 
Able to work under own 
initiative and manage own time 
as well as working constructively 
as part of a team. 
 
Resourceful and organized. 
 
Ability to motivate and 
encourage volunteers, teachers 
and pupils. 
 
Diplomatic in dealings with 
volunteers and outside agencies. 
 
Flexible: able to adapt to 
changing situations and to cope 
with the unexpected. 
 

Able to work flexible 
patterns (Monday to Friday) 
when required, with prior 
notice given.   

 


