St Peter & St Paul, Lavenham
Diocese of St Edmundsbury & Ipswich, Suffolk

Organist & Choir Leader
Job Description including Person Specification
Spring 2020
The Incumbent and Parochial Church Council are seeking from this summer (and on
the retirement of our present post holder) an accomplished, experienced Organist &
Choir Leader with a passion for church music and who recognises this as a gift from
God, to play regularly for Sunday services and other occasional services (including
weddings and funerals). He / she will work in partnership with the church leadership
(Clergy, Churchwardens, PCC and Ministry Team) to ensure that the music of this
church enhances its worship and assists its overarching vision and mission - helping
us encounter God, proclaim our faith, and maintain our long and cherished musical
tradition.
St Peter and St Paul Lavenham is among the finest mediaeval ‘wool churches’ in this
county attracting visitors from far and wide, serving our local community and the
many join us as tourists and holiday-makers. It is a prominent local landmark and,
with its fine acoustics and seating capacity of approximately 400, is a popular venue
for concerts and other community events such Arts Festivals. As well as church
services, the organ is used on many occasions with visiting choirs, orchestras and
other music groups. We are RSCM affiliated.

The Post Offers:


Committed support from the incumbent and PCC for the provision of
appropriate and uplifting musical accompaniment for our church services,
usually one main 10.15am Parish Communion or Morning Worship service
with hymns and liturgical settings per Sunday and a choir anthem (usually
sung during the administration of Holy Communion). There are some different
services for special occasions, such as as Harvest and Remembrance.



Involvement in the mission and ministry of the church through participation as
appropriate, although not necessarily regularly, in church meetings.



The opportunity to further develop our robed choir which was newly formed in
2016.



Use of our fine 4-manual ‘Father’ Willis organ installed in the late 1990s which
has been significantly modified and enhanced in recent years, making it one of
the finest instruments of its type in the region, including use by the appointee
for teaching purposes. It is currently maintained by Bower & Company.



Realistic remuneration based on experience and agreed job description plus
additional fees broadly in line with RSCM guidelines.



On a shared basis, use of a church room with small grand piano for choir
rehearsals, and for music storage and administration.



Use of a church photocopier for church-related reproduction, and use of
internet access in church.
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OUR PCC VISION STATEMENT
“We exist to honour God
and enable questioning, open-minded people
discover for themselves the significance of Jesus Christ”

†
OUR VISION FOR CHORAL MUSIC AT LAVENHAM PARISH CHURCH
The congregation and clergy wish to maintain a high standard of music with flexibility
to suit different occasions. The congregation enjoys singing and would welcome
enthusiastic encouragement in expanding its repertoire and being given assistance
with tunes and settings chosen with which they may be unfamiliar.
Our congregation whilst ‘broadly central’ includes a breadth of churchmanship. We
are happy to embrace what we see as good aspects of all church traditions, so as to
be a place where most people in the village, and visiting, can feel they are at home
with our worship without having to travel elsewhere. With the large number of visitors
whom we are privileged to welcome, we are mindful that our worship should be
accessible and ‘user-friendly’.
Whilst the scale, grandeur and architectural beauty of our magnificent church with its
impressive organ might suggest ‘cathedral style worship’, we recognise first and
foremost that we are a parish church; for most occasions we are not seeking to
emulate minster or cathedral music.
Our choir, newly formed in 2016, has been carefully nurtured by the present postholder developing its skills and repertoire to a standard it can rightly be proud of.
This new appointment gives scope for consolidation and further development, both
numerically and musically.
The hymn books we use are BBC Songs of Praise, New English Hymnal and its
supplement New English Praise; the BBC book helping us expand our range
considerably over the last 3-4 years. We have copyright licences allowing us to
source from other publications from time to time and be more adventurous. Hymns
are currently chosen on an alternating pattern between the post-holder and the
Rector – each preparing a run of several weeks. Main services usually include a
choir anthem, although the choir takes an extended break over the summer.
Besides the organ, the church owns a Bechstein grand piano located in the nave
often used for choir anthems, besides school and toddler services, and we have an
upright piano used for occasional services in the Lady Chapel.
The present post-holder has additionally arranged short luchtimetime concerts on
Saturdays in June and July, and an annual ‘Come & Sing’ devotional performance on
Good Friday evening.
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SUMMARY OF PRINCIPAL RESPONSIBILITIES AND DUTIES
To be set out in a Working Agreement to be agreed, signed and reviewed periodically
The Organist shall be responsible for and / or undertake:
 The general oversight of all organ music in the church in consultation with the
Rector (or if absent with the Churchwardens).
 The provision and delivery of music in church services, especially organ music
in consultation with the Rector (or if absent with the Churchwardens) - see
below, schedules A, B, & C. The Organist will be expected to accommodate
the reasonable requests of the ministers.
 Rehearsing, training, enthusing, managing and further recruiting a mixed choir
of all ages liaising with the Rector on matters relating to membership and
general conduct.
 Accommodating occasional visiting choirs for church services, working with
the Rector, and ensuring time is available to rehearse with them as needed
when applicable.
 Overseeing the supervision of the care and maintenance of the church’s organ
 Attendance at meetings of the PCC and / or its sub-committees as requested
where the liturgy and music are to be discussed, and producing a brief music
report for PCC meetings every other month.
 Arranging, publicising and performing organ recitals in the church for the
enjoyment of the community and our many visitors and for the benefit of
church funds.
 Ensuring effective liaison and provision of information between the church and
all bodies from which licences are purchased by the PCC for the reproduction
of music and for the photocopying of words and musical copy used in church
services, arranging returns and payments as required.
 To provide his / her own music.
 Arranging other competent persons to deputise from time to time with the
agreement of the Rector (or if absent the Churchwardens) not to be
unreasonably withheld.
 Building contacts as appropriate with local organisations including the schools,
choirs, choral societies and orchestras in the area.
 Ensuring the welfare of all young people under 18 years of age in any music
group or church choir under his / her direction whilst on church premises, or
on any outings, with particular regard to safeguarding issues.
 To be fully acquainted with and conforming to the Church’s Safeguarding
Policy and Procedures, including in a timley fashion undergoing all necessary
training and screening.

CONDUCT
The Organist shall at all times:
 Manage the musical life of the church at all times in ways which reflect the
highest Christian standards of behaviour, love, inclusion and mutual respect.
 Ensure good and courteous communication at all times including by email and
telephone.
 Handle promptly and helpfully all enquires from within and beyond the church.
 Endeavour to work harmoniously with others in the church as a team-player.
 Promote the church’s reputation as a warm, welcoming, friendly and inclusive
Christian body.
 Comply with all Church Policies and Codes of Behaviour prevailing at any
time.
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TERMS AND CONDITIONS
These will be set out in full in a Working Agreement to be agreed, signed and
reviewed in its entirety periodically and with regard to remuneration: usually annually
in the autumn with effect from the new calendar year, including –

Remuneration (for the remainderof 2020)
(i)
For all the duties set out above pertaining to Schedules A & B £3,600
(i)

For all other services

*£40

(ii)

For weddings

(iii)

For funerals and memorial / thanksgiving services
normally *£100
*unless, to reflect particular circumstances in individual cases,
a reduction or increase in fee is agreed in advance between the
Organist and the Rector (or when absent a Churchwarden).

*£120

Travel expenses for services are deemed to be included in the fees as set out.
Where recordings are made at weddings and funerals (audio or visual) following
RSCM recommendations there is no additional fee.

Income Tax and National Insurance Contributions
 The Organist shall be liable for his / her own Income Tax and National
Insurance payments and be responsible for making arrangements for
payment.
VAT


Where the Organist is registered for VAT all the fees payable shall be subject
to VAT at the rate applicable.

Method of Payment
 The Organist’s annual entitlement will be paid in equal monthly instalments
about 24th of each month, in arrears. The Organist will submit an invoice for
other services rendered, usually monthly. Payments are made direct to a
personal bank or building society account.
Sickness
 The Organist will give the earliest possible notice and use his / her best
endeavours to arrange a competent deputy. The Organist retains his / her fee
entitlement and reimburses the deputy appropriately.
Termination
 During an initial twelve month trial period one month’s notice on either side;
thereafter three months’ notice either side shall be given.
Contractual Relationship
 No part of this document or the Working Agreement shall be deemed to
constitute a contract of employment.
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CONTRACT FOR SERVICES OF ORGANIST & CHOIR LEADER
Note:
Times and services are shown as a guide only and may vary from time to time

Schedule A
Weekly services at which the Organist shall play the organ and/or direct the Church’s choir

Day

Time

Type of Service

Sunday

10.15am

Parish Communion
or Morning Worship
mostly (occasional
exceptions e.g. All-age
& Remembrance)

Schedule B
Holy Day Services at which the Organist shall play the organ and/or direct the Church’s choir

Day
Christmas Eve
Christmas Day
Ash Wednesday
Maundy Thursday
Good Friday

Time
11pm
10.15am
7.00pm
7.00pm
2.00pm

Type of Service
“Midnight” Communion
Parish Communion
Holy Communion
Holy Communion
‘Final Hour’
Devotional Service

Schedule C
Other occasional services at which the Organist may be required to play the organ and/or
direct the Church’s choir, for example -

Day
Sunday

Time
6.00pm

Type of Service
Summer Songs of Praise
(On eve of August Bank Hol.)

Weekday (with school)
Weekday (with school)
Saturday or Sunday
Variable

2.15pm
2.15pm
4.00pm
Afternoon or evening
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Harvest Service
Christingle Service
Christmas Carol Service
eg. Deanery, Ecumenical,
Light up a Life

PERSON SPECIFICATION
Essential Desirable
Proven ability as Organist with skills to make the most of our
recently enhanced 4-manual organ
Experience as church Organist in the Anglican tradition
Substantial experience in choosing appropriate music for a range
of church services and a range of abilities.
Proven maturity and professionalism in relating well to others

✔

Proven ability to work both as part of a team and independently
Proven ability to relate well specifically with other amateur and
professional musicians
Church Choir Recruiter / Trainer / Leader

✔

Experienced singing teacher

✔

✔
✔
✔
✔
✔

Proven ability to inspire children and young people to sing

✔

Good experience in directing choirs of both genders and all ages

✔

Willingness to embrace a variety of liturgical styles
Willingness to embrace a variety of musical styles, modern and
traditional, including ones which may be less appealing to you
Experience of handling wedding couples (and others who may
not be musically articulate) with patience and sensitivity
Sufficient keyboard / piano skills to accompany choir training and
simple services
Commitment to Christian standards of behaviour and mutual
respect
Willingness to be involved in and to be supportive of the general
life of the church, including giving organ recitals
Personal commitment to the Christian faith and secure
understanding of Christian faith and practice
Proven ability to be well organised and plan ahead, meet
deadlines and communicate effectively
Ability to cope with the unexpected and occasional last-minute
changes in good spirit

✔

Proven administrative competence with good IT skills
Experience of conducting fundraising for musical events and
projects

✔
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✔
✔
✔
✔
✔
✔
✔
✔

✔

To apply for this position:
Please write to David Boast, Churchwarden, enclosing or attaching the following:


A letter of application setting out your reasons for applying and your vision for
the work.



Details of three referees, one of whom should be your present employer*, and
another should be someone with whom you have recently worked, such as a
close colleague. If possible one of your referees should be an experienced
ordained priest in the Church of England (or Anglican Communion).
*Only to be requested after a job offer is made, unless sooner with applicant’s prior consent.



A full curriculum vitae, in which any gaps in employment or study should be
explained.

Applications (please include CV) to be received by Friday 3

rd

April and should

be sent by post or electronically to:

David Boast, Churchwarden
Email boastlavenhampcc@btinternet.com
Informal inquiries about this position are welcome.

For informal chat please contact Revd Stephen Earl (Rector)
01787 247244 earls2222@btinternet.com
Shortlisting will take place in on Tuesday 21st April after which all applicants will be
contacted.

Interviewing is scheduled for Monday 11

th

May.

We are hoping the successful applicant will be able available from the start of August,
although negotiable.

Appointment will be subject to a clear enhanced DBS disclosure
and attendance at regular Level 2 Safeguarding training provided by the church,
satisfactory references and an agreed / signed Working Agreement in place.

~~~~~~~~~~~~~~
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