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Dear Applicant,

Thank you for your interest in the post of Cleaner at Coventry Cathedral. The closing date for receipt of applications is noon on Friday 18th April and interviews will take place at the Cathedral Offices the week of 21st April. 
Please send in your CV along with a cover letter, detailing why you are applying for the post.
All vacancies are accompanied by a job description and a person specification setting out the main duties and responsibilities of the post in the job description, and the knowledge, skills and abilities we are looking for in the person specification. 

Please read this information carefully as you will not be short-listed for interview unless you meet the essential criteria described in the Person Specification.

Depending on the number of applications, it may not be possible to shortlist for interview all candidates who meet the Essential Criteria. However, we guarantee to interview all disabled applicants who meet the Essential Criteria.

If you wish to apply by e-mail, you will need to download the form onto your computer, complete it and return it via email to alice.hayes@coventrycathedral.org.uk or by post to Recruitment, Coventry Cathedral, St Michael’s House, 11 Priory Row, Coventry, CV1 5EX. Please remember that email is not a secure form of communication. 

Ensure you clearly state the full job title and type or complete your form legibly in black ink, to allow for photocopying.

Please remember that those involved in the selection process cannot make assumptions about you. - tell us everything relevant to your application.

Data Protection
Information provided by you as part of your application will be used in the recruitment process. Any data about you will be held securely with access restricted to those involved in dealing with your application and in the recruitment process. Once this process is completed the data relating to unsuccessful applicants will be stored for a maximum of 6 months and then destroyed. If you are the successful candidate, your application form will be retained and form the basis of your personnel record. By signing and submitting your completed application form you are giving your consent to your data being stored and processed for the purposes of the recruitment process, equal opportunities monitoring and your personnel record if you are the successful candidate.

Equal Opportunities

Information provided by you on the Equal Opportunities Monitoring Form will be used to monitor our equal opportunities policy and practices. This part of the form will be detached from the main body of the application form and will not form any part of the selection process. 

Work Permits

Under the Asylum and Immigration Act, we are required to check that anyone taking up employment with us has the legal right to work in the UK. Short-listed applicants will be asked to provide us with documentary evidence to support their entitlement to work in the UK prior to any offer of employment being made.

DBS Checks

In line with our safeguarding policy, some employees and volunteers working in specific roles at the Cathedral will be subject to satisfactory clearance being obtained from the Disclosure and Barring Service. The check will be undertaken as part of the appointment process with the successful candidates.

In the event of an offer of employment being made, we will take up references and reserve the right to validate all information entered on the application form.

We expect all our staff and employees to be in sympathy with our Christian values and help us to achieve the vision that we have set ourselves to work towards. A summary copy is attached for information.
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The Very Reverend John Witcombe MA MPhil
The Dean of Coventry
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Coventry Cathedral Vision & Values

Our theme:

God was in Christ reconciling the world to himself, and has entrusted to us the ministry of reconciliation.   (2 Corinthians 5.18)
Our purpose:

Coventry Cathedral exists to reconcile the world to God and one another

Our vision: 
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supported by
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Our invitation:

“Find hope … share hope”
Our values:
Hospitality – of both people and ideas

Faith and Spirituality – being open to the challenge and resources of God

Art and Creativity – expressing the life of God amongst us in ways beyond words

Reconciliation – embracing and welcoming difference and diversity

Risk Taking – confidently stepping out of the familiar in the service of God

Excellence – always reaching beyond our present practice and experience

Community - respecting and caring for one another
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2x Part-Time Cleaners
New Cathedral and surrounding properties
12 hours a week, Shifts to be agreed (Mon-Fri and some weekends and evenings may be required) 

The role of Cleaner is crucial to keep our amazing buildings looking at their best. The right person is more important than previous experience. We need someone with a good level of fitness, who can demonstrate that they have a mature attitude, are reliable and are able to work with minimum supervision.  The Cleaning team is part of our Property Department and works closely with the Vergers and Events Team. 

The closing date for applications is noon on Friday 18th April and interviews will take place at the Cathedral Offices the week of 21st April. 
Job application pack can be downloaded from

www.coventrycathedral.org.uk
Or contact alice.hayes@coventrycathedral.org.uk
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Job Description

Job Title:  Cleaner New Cathedral and Properties
Hours:
 12 hours a week (Shift to be agreed, some weekends and evenings may be required)

Salary:  £12.21/hr 
Responsibilities

Cleaner for the New Cathedral is broadly responsible for:

· Ensuring the cleanliness of the New Cathedral, Saint Michaels House and Cathedral Offices
· Cleaning and replenishing designated areas, including toilet 
· Carry out heavy cleaning tasks and special projects.

Core Duties & Activities

The Cleaner will be responsible to the Property Manager
· Adhere to the New Cathedral and Saint Michaels House cleaning task list.

· Make adjustments and minor repairs.

· Liaising with the Property Manager and reporting maintenance jobs to him or his team as necessary;

· Follow all health and safety regulations. 

· Liaising and working alongside other staff at all times. 

· Assisting with the clear up after Saint Michaels workshops.
· Carrying out such tasks as may reasonably be required by the Property Manager, within the capacity and experience of the post holder and as may be relevant to the purpose and needs of Saint Michaels House and the New Cathedral.

· To work harmoniously with everyone, inside and outside the Cathedral community.

Key Activities and Relationships

As  operator services you will be responsible to the Property Manager, who you will meet with you regularly to direct your activities in line with the task list. 
Terms and Conditions

The post is offered as a permanent position subject to 6 months probation. Training will be given. The post-holder will be based within Saint Michaels House and the New Cathedral but may be required to work anywhere on the Cathedral campus.

You will be paid monthly for an average of 12 hours, There will be a requirement to operate flexibly. There is no hourly rate enhancement for bank holiday working and overtime is not paid unless specially required by a special project.

Holiday: 35 days pro rata (full time equivalent)
Current Salary: £12.21/hr 
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Cleaner
Person specification
                 Essential                                                                         How Identified
	Knowledge
	Application Form
	Interview

	Sympathy for the Christian faith and  the ethos of the Cathedral.
	Essential
	

	An understanding of Health and Safety regulations.
	Desirable
	

	An understanding of Equal Opportunities in the workplace
	
	Essential

	Skills and Abilities:
	
	

	A caring and helpful attitude when dealing with visitors and members of the community. 
	
	Essential


	Security skills; thoroughness of locking areas and equipment away, self protection and initiative.
	Desirable
	

	Attitude to taking responsibility and 
initiative
	Essential

	

	Ability to work alone, sometimes for long periods, coupled with strong team-player skills.
	Essential

	

	Ability to work flexibly, undertake multiple tasks.
	
	Essential


	Ability to maintain high standards of presentation whilst paying attention to detail.    
	
	Essential


	Ability and willingness to undertake training in the use of equipment e.g.   two-way radios, cleaning equipment.
	Essential

	

	Mature attitude, reliability and punctuality


	
	Essential


	Physical fitness and a capacity for hard work.
	Essential

	

	Experience
	
	

	Education
	
	

	General attainment of secondary education.
	Essential
	


Job Applicant Privacy Notice

COVENTRY CATHEDRAL (‘we’ or ‘us’) provide this notice to make job applicants aware of our policies relating to the processing of personal data in accordance with the Data Protection Act 1998 as amended, replaced, re-enacted or consolidated from time to time (including without limitation the General Data Protection Regulation (EU) 2016/679 and any national laws which relate to the processing of personal data (‘Data Protection Legislation’)) references to ‘Personal Data’ and ‘Sensitive Personal Data’ within this notice shall be references to those terms as defined in Data Protection Legislation.

Personal Data
We ask for Personal Data from job applicants including C.V’s and any ancillary information provided as part of your application to assist with our recruitment processes. Any Personal Data about you which is obtained by us during the application process (including any information obtained directly from you or from third parties such as your referees or as part of pre-employment checks) or as part of pre-employment checks may be retained and used by us for the purposes of considering your suitability for employment, conducting appropriate checks and as otherwise reasonably required for our legitimate interests and compliance with applicable law.

If your application is successful, and you subsequently become employed by us, the information described above will form part of your personnel file. [If we do not employ you, we may still retain for up to 6 months so that we can consider you for future roles]. 

Sensitive Personal Data

You may also supply us with Sensitive Personal Data including but not limited to data relating to your racial or ethnic origin, religious or similar beliefs, physical or mental health and sexual orientation by completing our equal opportunities monitoring form. This information is gathered for equality of opportunity monitoring purposes and is anonymised. The provision of such Sensitive Personal Data by you is entirely voluntary. 

If we receive information regarding any medical condition, disability, or relating to your physical or mental health including information provided within return to work forms, meetings or in medical reports, we will only use this information for the purpose of providing any necessary adjustments in accordance with equality legislation, to ensure compliance with employment law, to monitor sickness absence and to inform decisions regarding your fitness for work. 
Staff Privacy Policy
For further information regarding the Personal Data we collect about you, how we use it, including disclosure to third parties, how we maintain security of your information and your rights to access the information we hold about you, please see our Staff Privacy Policy which is available from the HR department.
Our vision is of a reconciled and reconciling Cathedral which is open and welcoming to all, which serves to glorify God in our worship, and reaches out to the world in our ministry of reconciliation,








a sufficiently robust resource base that enables us to be creative in our activity, confident that we have sufficient financial and human resources to deliver our vision without compromise. 
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