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 DRAFT JOB DESCRIPTION 

 
     CHOIR MATRON  
 
 

Part-time 9 hours per week choir term time 
 
Paid at the hourly rate of £8.84 (currently reviewed annually) monthly in arrears. Term time 
employment of 38 weeks equates to annual remuneration £3,023. 
 
Introduction 
 
Portsmouth Cathedral is renowned for its music.  The Music Department staff consists of 
Organist and Master of the Choristers, Sub-Organist, Organ Scholar and Choral Scholars, a 
PA (Liturgy and Music) and a team of Choir Matrons.  There are three choirs:  Cathedral 
Choir (boy choristers); Cantate (girl choristers) the back row of both formed of Lay Clerks 
and Choral Scholars and Cathedral Consort, an adult choir. The choristers attend local 
schools including The Portsmouth Grammar School which is a member of the Cathedral 
Choirs Association and Portsmouth High School. The choirs sing independently and together 
as The Great Choir. 
 
Choir Term time is 38 weeks per year including major festivals such as Easter and Christmas. 
In addition to services, the choirs perform concerts and tour both at home and overseas. 
 
As a staff member here you join a dedicated team of clergy and lay personnel, both employed 
and voluntary, who seek to deliver the highest standards of Christian community and service 
through our daily services and in acting as a venue for exhibitions, concerts and visits. 
 
1 Responsible to 
The post-holder is accountable to the Organist and Master of the Choristers or in his absence 
the Sub-Organist or Canon Precentor as appropriate. 
 
2 Primary Purposes  
In support of the Organist and Master of the Choristers to enable the Cathedral’s duty of 
care towards choristers and young people under 18 in the Cathedral’s Choirs to be fulfilled, 
ensuring their safety, welfare and safeguarding.  
 
3 Specific Responsibilities 
 
Core Tasks 

a. Chorister Supervision 
i. To supervise each chorister’s arrival and departure, keeping a register of attendance, 

reporting to schools and to the Organist and Master of the Choristers each morning 
and afternoon as required.   

ii. To escort or make arrangements for choristers, who do not have parents’ authority to 
make their own way, to and from the Cathedral and school (i.e. after morning practice 
and after school in the afternoon).  
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iii. To supervise safe crossing between Cathedral House and associated properties, the 
Cathedral and the Cathedral Green. 

iv. To respond to any sickness/special need whilst a chorister is in the Cathedral’s care.  
 

b. Administration  
i. To keep securely and up to date details of choristers, parents or guardians and any 

necessary information in relation to dietary requirements, allergies and medical 
conditions, ensuring that it is available to other staff or volunteers if appropriate. 

ii. To set up drinks after school purchasing supplies as necessary and submitting expenses 
claims as appropriate. 

iii. To supervise drinks, tea, homework and games, including use of the Cathedral Green 
when the weather is suitable, with the assistance of the Choral Scholars.  

iv. To report any concerns in respect of Cathedral policies to the appropriate staff as 
required.  

v. To keep a daily log of any incidents (absence, behaviour, concerns) and report to the 
Organist & Master of the Choristers on a daily basis (or immediately as required). 

vi. To liaise with parents and manage rotas for providing tea as required (usually Tuesdays, 
Thursdays and Fridays). 

vii. To use Cathedral IT, phone system and Choir Matron mobile phone for communication 
and record keeping as appropriate. 
 

 

c. Other  
i. To oversee the fitting, cleaning and repair of all the choirs’ robes and medallions 

including replacement as required and as agreed by the Organist. 
ii. To set a good example to choristers, including in their behaviour and standards of attire, 

at all times, 
iii. To report any defects or maintenance issues to the Maintenance Operative or Duty 

Verger as appropriate. 
iv. To carry out any additional duties and responsibilities within the exigencies of the post 

as required by the Organist and Master of the Choristers or other staff as appropriate. 
v. To act as a volunteer for other choir activities including tours, if available and on terms 

as agreed. 
 

4. Hours of Work (in choir term time) 
The post is based on nine hours per week, normally worked within the following hours: 7.45-
8.45am and 3.30–7.00pm Monday, Tuesday, Thursday and Friday and 9.15am-midday and 
4.45-7.15pm Sundays.  Late working may be required for concerts and some services. 
Flexibility is required to cover additional hours for other choir commitments and staff 
absence. Post-holders are expected to be available to work on major religious festivals e.g. 
Easter and Christmas.  
 
5. Supervision 
You will meet regularly with the Organist and Master of the Choristers and other staff as 
required. 
 
6.  Policies 
Adhere to all policies and guidelines of Portsmouth Cathedral. 
 
7. Annual Leave 
You will work within defined periods, usually Choir Term Time, during which holiday will 
only be authorised under exceptional circumstances.  The Cathedral annual leave entitlement 
will be awarded to you pro-rata based on full-time equivalent of 25 days plus two’ given’ days 
over Christmas and all statutory holidays.  Holiday pay will be remunerated in accordance 
with Chapter guidelines and employment legislation.  
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8. Sickness 
Absence from work due to sickness should be report in the first instance to the Organist 
and Master of the Choristers or deputy in their absence.  Self-certification is required for 
absences up to seven days.  A medical certificate is required for longer periods. 
 
9. Training 
Undertake training as required, in particular: 

a. Safeguarding: on-line training module C1  
b. First Aid: you will need to hold and maintain a current recognised First Aid 

Certificate at an appropriate level.   
 
10.  Data Protection and Confidentiality 
To ensure that all data and confidential information is handled in accordance with Cathedral 
Policies and Guidelines and appropriate legislation. 
 
11. Safeguarding – Disclosure and Barring Service  
Portsmouth Cathedral is committed to safeguarding and promoting the welfare of children, 
young people and vulnerable adults.  This appointment will be subject to the satisfactory 
completion of an enhanced Disclosure and Barring Service check and training.  This will be 
dealt with confidentially. 
 
PERSONAL SPECIFICATIONS 
 
Essential Qualities 
 

• Ability to work with a diverse range of children and young people 
• Ability to maintain boundaries of behaviour and relationships as appropriate 
• Excellent personal, relational and communication skills  
• IT literacy and phone competence  
• Awareness of Health and Safety, behavioural and Safeguarding* issues and ability 

to respond at an appropriate level. 
• Attention to detail in record keeping 
• Ability to work closely and flexibly within a small team 
• Ability to take initiatives and adapt 

 
Desirable Qualities 
 

• Knowledge of Church Practice 
• Knowledge of Church and Choral Music 
• In sympathy with the aims and practices of the Church of England 
• Working with volunteers 
• First aid qualification 
 
This appointment is subject to Enhanced DBS clearance. 
 

  
 

*Portsmouth Cathedral is committed to safeguarding and promoting the welfare of children and young 
people and expects all staff and volunteers to share this commitment 
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