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Sons & Friends of the Clergy 
(Charity number 207736)  

Job Profile 
 

 

Part 1: Summary job details 
 

 

Job title: Volunteer Festival Coordinator 

 
Contract basis: To be agreed. The post is intended to be voluntary and part-

time (hours to be agreed). Expenses will be paid.  

 

Reporting to: Chief Executive 

 

Based: Split between home and the charity’s Westminster office 

 

Start date: As soon as possible, certainly by Autumn 2017 

 

 

Part 2: Job description 
 

 

Job purpose: 

To organise the charity’s annual Festival Service at St Paul’s Cathedral, and the subsequent 

Festival Dinner at Merchant Taylor’s Hall. 

 

The first Festival took place at St Paul’s on 8 November 1655 and the next Festival, the charity’s 

364th, will take place on Tuesday 15 May 2018. The Festival, which is one of the oldest choral 

festivals in the world, has become a vital part of the life and history of the charity and is an 
opportunity to celebrate and highlight our work, and to raise funds. The Festival is attended by 

supporters of the charity as well as dignitaries from the Church of England and the City of 

London, including the Lord Mayor. 

 

Major responsibilities: 

The major responsibilities of the role are as follows, liaising at all times with trustees, the Chief 

Executive and other charity staff:  

 

1. Planning and promoting the Festival Service and Dinner 

2. Arranging invitations to the Service and Dinner 

3. Organisation of the Festival on the day and follow-up 

 

Key tasks: 

 

1.  Planning and promoting the Festival Service and Dinner  

• Planning the event in collaboration with Mansion House, Bishops, St Paul’s Cathedral 

and Merchant Taylor’s Hall. 
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• Preparing, in collaboration with charity staff, an outline budget for the event, and the 
ongoing monitoring of expenditure against budget. 

• Arranging and attending detailed planning meetings with St Paul’s. 

• In particular, collaborating with St Paul’s staff (particularly the Events Co-ordinator at 

Chapter House) to plan the order of service, including the processional orders. 

• Liaison with the Director of Music at St Paul’s. 

• Preparing and arranging the printing of all printed materials required (invitations, tickets, 

menus, place cards etc). 

• Ordering flowers for the top table and four ‘sprigs’ (tables). 

• Preparing and placing of marketing materials, both digital and print. 

• Liaising with Merchant Taylors’ Hall event staff over the menu (and special dietary 
requirements), table plan and other requirements. 

• Briefing the Mansion House Duty Officer and helping prepare the ceremonial notes for 

the Civic Party. 

• Booking and briefing the Toastmaster. 

• Booking and briefing the photographer and providing him or her with a list of requested 
shots. 

• Booking the Organist from St Paul’s for the Service and Dinner 

• Collating and preparing the list of Stewards for insertion in the Order of Service (and 
updating this for insertion in the Annual Report later in the year). 

• Selecting and making arrangements for intercessors and beneficiaries (for their 

testimonials) to take part.  

• Planning and arranging lunch, tea and supper for visiting choirs. 

• Liaising with visiting choirs over travel arrangements and sending out tickets for 

supporters. 

• Arranging lunch for visiting choirs, as well as a ‘ bagged supper’ for them to take back 

on the coach.. 

• Paying visiting choir expenses, where necessary. 

 

2.  Arranging invitations to the Service and Dinner  

• Sending out invitations to all Governors, Supporters, Livery Companies etc (stuff 

envelopes and arrange Royal Mail pick-up). 

• Ensuring all other VIP invites have been sent out. 

• Collating responses; recording tickets requested, dinners booked, Stewardships paid. 

• Recording responses from invitations sent out by the Chief Executive and/or Chair of 
Trustees. 

• Where necessary, labelling the tickets individually (ie all the VIP tickets under the Dome 

and certain others). 

• Planning the seating in the cathedral and sending out requested tickets to all attending. 

• Handling telephone calls and emails asking for further information, changes to bookings 

etc. 

• Arranging for the Aldermen and their consorts to be invited to attend (& process) 

• Producing row labels and labelling all the rows in the dome area and specific seats for 

VIPs 

• Briefing all Processing Stewards and Livery Masters and briefing the Stewards’, Bishops’ 

and Masters’ Ushers 
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• With the Chief Executive and Chair of Trustees, planning the dinner seating. 

• Labelling and marking up all the menu cards. 

 

3.  Organisation of the Festival on the day and follow-up  

• Greeting each visiting choir and taking them to have lunch. 

• Labelling VIP seats and reserved seats under the Dome and Transepts for Choir 
Supporters.  

• Ensuring the preacher, intercessors, testimonial-givers and other VIP invitees are ‘met 

and greeted’ at both the Service and Dinner and looked after by colleagues or trustees. 

• Making sure Orders of Service are placed where required. 

• Providing Ushers with badges. 

• Ensuring Wands are ready for Processing Stewards at St Paul’s.  

• Liaising with the Head Wandsmen at St Paul’s and meeting them for staff instructions. 

• Meeting the Event Manager at Merchant Taylor’s to provide a Seating Plan and Place 

Cards.  

• Checking set-up of the main room and top table. 

• Checking flowers at the Dinner. 

• Ensuring the Chair of Trustees and Master of Merchant Taylor’s are briefed to meet 
and greet the Civic Party, Preacher and any other VIPs. 

• Writing letters after the Festival thanking many of the people involved in the service 

and dinner. 

• Providing accounts for the Festival Services and Dinner to the Director of Central 
Services. 

 

 

Part 3: Person specification 
 

 

Attribute Essential Desirable 

General Education Good level of general 

education 

 

 

Experience, 

skills and 

abilities 

Computer literate (MS Word, Excel, 

and email) 

 

Excellent communication skills (both 

written and oral) 

 

Ability to work in a methodical 

manner, prioritising and organising 

own workload when juggling 

numerous projects 

 

Experience of organising 

sizeable set-piece events 

 

Knowledge of the 

Church of England and 

the City of London 

 

Knowledge of 

Cathedral and Church 

music 

Personal  

 

 

Good team player prepared to 

contribute to the overall success of 

the organisation  
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Attribute Essential Desirable 

 

 

 

 

 

 

 

 

 

 

 

 

Highly motivated, enthusiastic with a 

can do attitude 

 

Strong attention to detail 

 

Ability to take initiative and problem-

solve effectively  

 

Ability to work under pressure 

 

 


