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Chapter’s
strategic vision
At the heart of any Cathedral is a small group of people who are called to maintain the daily offering
of prayer and worship. The Cathedral Chapter (governing body), which includes the Dean and Canons,
oversees the life of the Cathedral in all its aspects.
The Chapter’s vision is to bring the love of God to city, county and nation through worship, witness,
hospitality and welcome. Faithful worship, active discipleship, outward-looking mission, life-long
learning, service to the community, and joyful celebration are important, and in each of these aspects
of the Cathedral’s life Chapter continues to draw inspiration from its Augustinian heritage.
Building on the Cathedral’s long
spiritual heritage and strength,
Chapter aims to promote loving
community where justice is seen to
matter, common humanity is
owned, people can find support,
nurture and blessing and in which
lives can be transformed and
renewed. Worship is the beating
heart of the Cathedral from which
both activity and service to our
community flow. Careful pastoral
engagement by the clergy and
pastoral teams reflects Christ’s
great love for all people, and
Chapter places a very high value on
the safeguarding of children and those who are vulnerable.
Chapter is driving towards sustainability. Its commercial activities, catering/retail sales/events, are
overseen by the directors of the Cathedral’s trading arm (Carlisle Cathedral Enterprises Ltd - CCEL)
Chapter’s programme of activity shapes the ways in which the Cathedral engages with visitors, schools
and communities to promote public engagement with our history, faith and collections. Chapter aims
to make a significant contribution to the City’s cultural and heritage economies.
A team of volunteers supports very many aspects of the Cathedral’s day-to-day operation.
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About
Carlisle Cathedral
900th Anniversary
The institution now known as
Carlisle Cathedral came to life in
1122.
2022 marks the 900th anniversary
of the Cathedral. It was founded
by King Henry I as an Augustinian
Priory in 1122 and became the
Cathedral Church of the newly
created Diocese of Carlisle eleven
years later.
The area, close to the Scottish
border, was unruly and the King
wished to impose his authority. A
Cathedral was a perfect symbol of
that authority. Over the
intervening 900 years Carlisle’s
cathedral has seen dramatic changes in the life of the nation, reflecting the turbulent history of the
Borderlands. Thankfully the cathedral is more peaceful nowadays and this house of God continues
to serve its original purpose.
Through these 900 years the Cathedral has served the city and county – as a house of worship, a
beacon of hope and as a place of rest within the restless history of life on the Border. The Cathedral
has welcomed and given shelter to visitors, travellers and pilgrims – from the grandest monarch to
the humblest wayfarer. A daily pattern of prayer has undergirded everything.
As we emerge from the Coronavirus pandemic, we have prepared a programme of events, activities
and engagement which is aimed to allow many people, in a multitude of ways, to be part of this
continuing pattern of journey and rest.
We hope many people will want to come and be part of this special year. Together we can make
2022 a memorable and enriching year for the people of our city and county.
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West Walls
In 2019, the Carlisle Cathedral Development Trust (CCDT) bought the former Carlisle Diocesan
Office (Church House), the Resource Centre buildings (the latter now let to St George’s URC) and
the associated car park – which
plot is adjacent with the
Cathedral precinct. Essential
repair work, funded by the
CCDT, was put in hand in
2019/2020 and a staged project
is under way to move the
Cathedral office from its current
location, 7 The Abbey, to
Church House.

Music
The Chapter gives strong financial support to the Cathedral’s music
department to maintain the Cathedral’s English choral tradition.
Sunday worship is supported by the Cathedral’s Boys’ and Girls’ Choir
who sing with the 6 Lay Clerks. The Cathedral Consort of teenage
singers sing once a week and on occasional Sundays. Choristers are
recruited during Year 3 from local primary schools. Choral Evensong
is sung each weeknight except Saturdays.
Music is overseen by the Dean. Operationally, it is under the direction
of the Director of Music supported by the Assistant Organist and
Organ Scholar. There is a valued school outreach programme.
Development of endowment funding for music has been identified as
an important medium-term aim.
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The Role
Job Description:
Head of Income Generation
The Chapter (governing body) of Carlisle Cathedral is looking to appoint a passionate and innovative Head of
Income Generation with a successful track record to this role.
The Head of Income Generation’s principal responsibilities will be:
• To understand the income generation/fundraising needs of the Cathedral and develop a mapping of
the various potential sources of income, funds and grants.
• Responsible as a Grants Officer ensuring the production and management of all grant and trust
applications.
• To develop and implement a coordinated overarching strategy for, and manage, all the Cathedral’s
income generation activities.
• To develop and undertake a Regular Giving, Major Donor and Legacy strategy.

Key Responsibilities
•
•
•
•
•
•
•
•
•
•
•
•
•

To provide a coordinated overarching income generation strategy for all the Cathedral’s fundraising
activities.
Develop a rolling annual plan of fundraising activities together with funding targets across the
Cathedral with the Cathedral Leadership, and oversee its implementation.
Specifically develop an understanding of the various potential fundraising bodies and individuals, and
the most appropriate methods of engaging with them.
To understand the Cathedral’s intended developments with their business case and other drivers, in
order to develop the most appropriate fundraising strategy. From this, identify the most appropriate
potential funders or groups of funders and the processes and basis for making the approaches to each.
Develop appropriate bids, applications, brochures, and other requirements to support the approaches
to the various funder groups.
Work with the Dean and Chapter to build effective relationships with potential funders to underpin
and enhance the likelihood of successful donations and longer-term affiliations.
To help manage the Customer Relationship Management (CRM) system, ensuring it is used
consistently and in line with current requirements.
The role requires the job holder to work closely with the Cathedral leadership and other Cathedral
departments to ensure that the fundraising strategy is both supported and implemented consistently.
In addition to the planned activities, the Cathedral will continue to build relationships with
specific individuals and bodies that have a history of supporting the Cathedral and may choose to
pursue funding opportunities if they arise.
The Cathedral needs to be seen to be working to ethical standards consistent with its position as a
faith organisation, and the job holder needs to be mindful of any potential conflicts or adverse
publicity that could arise from fundraising activities.
Be aware of the current health and safety policy and procedures.
The successful candidate will be expected to attend courses, events and meetings as required to
update on legislation and best practices, and other opportunities for personal development.
All Cathedral employees are subject to completion of the Cathedral’s safer recruitment process to
the level appropriate for their position.
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Person Specification
Commitment to work with the Christian values and ethos that inform the life and work of the Cathedral.
Understanding of, and respect and sympathy for, the complexities and sensitivities of a unique institution.

The Head of Income Generation is currently a funded post until 2024, however the expectation is that it will
become self-funding and therefore transfer to a permanent role.
The ideal candidate is likely to demonstrate all or most of the following:
ESSENTIAL
•

•

Educated to graduate level or equivalent with
evidence of further professional development
in relation to fundraising, income generation
or similar activities.
In sympathy with the Church of England and
Carlisle Cathedral’s mission and values.

DESIRABLE
•
•
•
•
•

Membership of a professional body
Experience of working with volunteers.
Experience of working in the charity/not-forprofit sector.
Familiarity with the Church of England’s ethos
and structures
Experience or knowledge of working within a
Christian setting.

SKILLS & ABILITIES
• Track record of proactively developing relationships and opportunities to grow stakeholders.
• Proven and demonstrable senior experience in charities or voluntary sector bodies across a wide
range of fundraising activities, most especially in income generating events individual giving and
submitting applications to trusts and foundations.
• Evidence of successfully applying for grants applications and processes.
• Proven ability to plan, monitor and report on all aspects of fundraising operations, including income
and expenditure activities.
• An understanding of data and impact on fundraising.
• Experience in digital fundraising
• Excellent personal and communication skills.
• IT competence.
• Attention to detail.
• Able to plan effectively, work to deadlines and have good personal time management skills.
• Ability to take initiative and adapt.
• Able to perform well in a busy environment
PERSONAL QUALITIES
• The confidence to deal with people from all walks of life (internally and externally)
• Ability to work closely within a small team but also independently.
• Adaptable and flexible in your approach to work
COMPETENCIES
• Communication
• Problem Solving and Initiative
• Creativity & Innovation
• Adaptability & Flexibility
• Team working
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Terms of
appointment
Contract

Full time, Fixed Term contract to 2024 with a view to the role becoming a
permanent post

Salary

£30,750

Location

Cathedral Office, 7 The Abbey, Carlisle. CA3 8TZ.
On site working is recognised to be essential, in ordinary times, to achieve the
effective operation of the Cathedral’s financial activities.

Annual Holiday

Full-time employees 26 days (pro rata for part time) plus 8 English public
holidays, the dates to be agreed with the COO, and to take account of the needs
of the Cathedral.

Hours

5 days (35 hours per week). This post brings with it the need for some flexibility
and attracts some weekend and evening work.

Pension

After 3 months you will be automatically enrolled into the Church Workers’
Pension Scheme. Under this Scheme, there is an employer’s contribution
(currently 7%). Employees contribute 3% and may make Additional Voluntary
Contributions to increase their pension if they wish.

Offer of employment

Carlisle Cathedral is an equal opportunities employer and is committed to
safeguarding and promoting the welfare of children, young people and
vulnerable adults and expects all staff and volunteers to share this
commitment. Applicants must be willing to undergo a DBS check and any
other safeguarding checks and training as appropriate to the post. The
appointment will be subject to the satisfactory outcome of these checks and
successful training.
Dependent upon the receipt of two satisfactory references, (present
employer/professional person with knowledge of performance/ unconnected
with employment), and a successful safer recruitment process.

Review

The post is subject to a six-month probationary period

Other

General terms and conditions of employment as set out in the Employee
Handbook, issued to all staff on appointment.
The job description is an operational document that does not form part of
your contract of employment. It may be that from time to time you are
expected to perform tasks that may not be expressly in the job description
but are nonetheless necessary in the day-to-day performance of your duties.
Carlisle Cathedral reserves the right to amend the job description as may
from time to time be necessary to meet the changing needs of the
organisation.
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How to Apply
Application is by the supplied forms only with electronic submission. CVs are not accepted and should not be
included.
Applications should include:
•
•

completed application form
o the supporting information should be no longer than 2 sides of A4
Recruitment Monitoring Form

One referee should be the applicant’s current or most recent employer. (Where an applicant is not currently
working with children young people/vulnerable adults but has done so in the past, one reference must be
from this employer).
Please note that references will not be accepted from relatives or from people writing solely in the capacity of
friends. References will be sought on the successful candidate following the interview process; however, we
may approach previous employers for information to verify particular experience or qualifications, prior to
interview. The appointment will be subject to the receipt of satisfactory references.
All candidates invited to interview must bring documents confirming any educational and professional
qualifications referred to in their application form. Where originals or certified copies are not available for the
successful candidate, written confirmation of the relevant qualifications must be obtained from the awarding
body. Where the successful candidate has worked or been resident overseas in the past five years, we will
carry out such checks and confirmations as may be required in accordance with statutory guidelines.
All candidates invited to interview must also bring with them:
•
•
•
•

A current passport (if you do not hold a current passport, or you do not hold a British passport, then
further evidence will be required as proof of the right to work in the UK)
Driving Licence – photocard
Official documentation evidencing your current address (e.g. utility bill, bank statement)
Where appropriate, any documentation evidencing a change of name (e.g. marriage certificate)

All applications should be clearly marked: Confidential – Head of Income Generation
And emailed to hr@carlislecathedral.org.uk for the attention of the HR Officer.
Closing date: Sunday 5th June at 23:59.
Selection process date:
The selection process including interviews will place week commencing Monday 13th June 2022.
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Applicant & Candidate
Privacy Policy
Chapter of Carlisle Cathedral and Carlisle Cathedral Enterprises Ltd (together ‘the Cathedral’ or ‘we’) are
committed to respecting the privacy of the job applicants and we have a duty to protect the personal data of
job applicants. Personal data is information that can identify a person, such as name, address, telephone
number and email address.
Types of information we collect
This policy covers the information you share with us and/or which may be acquired during the application or
recruitment process including:
The organisation collects a range of information about you. This includes:
• your name, address and contact details, including email address and telephone number;
• details of your qualifications, skills, experience and employment history;
• information about your current level of remuneration, including benefit entitlements;
• whether or not you have a disability for which the organisation needs to make reasonable adjustments
during the recruitment process;
• information about your entitlement to work in the UK; and
• equal opportunities monitoring information, including information about your ethnic origin, sexual
orientation, health and religion or belief.
The organisation collects this information in a variety of ways. For example, data might be contained in
application forms, CVs or resumes, obtained from your passport or other identity documents, or collected
through interviews or other forms of assessment, including online tests.
The organisation will seek information from third parties only once a job offer to you has been made and will
inform you that it is doing so.
Data will be stored in a range of different places, including on your application record, in HR management
systems and on other IT systems including email.
How we use information we collect
Your information will be used by the Cathedral for the purposes of carrying out its application and
recruitment process which includes:
• Assessing your skills, qualifications and interests against our job opportunities;
• Verifying your information and carrying out reference checks and/or conducting background checks
(where applicable) if you are offered a position;
• Communications with you about the recruitment process and/or your application(s), including, in
appropriate cases, informing you of other potential job opportunities;
• Making improvements to the Cathedral’s application and/or recruitment process including improving
diversity in recruitment practices;
• Complying with applicable laws, regulations, legal processes or enforceable governmental requests.
We will also use your information to protect the rights and property of the Cathedral, our affiliated
organisations, applicants, candidates, employees or the public as required or permitted by law.
If you are offered and accept employment with the Cathedral, the information collected during the application
and recruitment process will become part of your employment record.
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Who has access to data?
Your information may be shared internally for the purposes of the recruitment exercise. This includes
members of the HR team, recruiting managers and interviewers involved in the recruitment process. The
organisation will not share your data with third parties (although it may do so with our affiliated organisations)
unless your application for employment is successful and it makes you an offer of employment. The
organisation will then share your data with former employers to obtain references for you, employment
background check providers to obtain necessary background checks and the Disclosure and Barring Service
to obtain necessary criminal records checks. It is your responsibility to obtain consent from referees before
providing their personal information to the Cathedral.
The organisation will not transfer your data outside the European Economic Area.
How does the organisation protect data?
The organisation takes the security of your data seriously. It has internal policies and controls in place to
ensure that your data is not lost, accidentally destroyed, misused, or disclosed, and is not accessed except by
our employees in the proper performance of their duties.
For how long does the organisation keep data ?
If your application for employment is unsuccessful, the organisation will hold your data on file for six months
after the end of the relevant recruitment process. If you agree to allow the organisation to keep your
personal data on file, the organisations will hold your data on file for a further six months for consideration
for future employment opportunities. At the end of that period or once you withdraw your consent, your
data is deleted or destroyed.
If your application for employment is successful, personal data gathered during the recruitment process will be
transferred to your personnel file and retained during your employment. The periods for which your data will
be held will be provided to you in a new privacy notice.
Your rights
As a data subject, you have a number of rights. You can:
• access and obtain a copy of your data on request;
• require the organisation to change incorrect or incomplete data;
• require the organisation to delete or stop processing your data, for example where the data is no
longer necessary for the purposes of processing; and
• object to the processing of your data where the organisation is relying on its legitimate interests as
the legal ground for processing.
If you would like to exercise any of these rights, please contact the Cathedral Office.
If you believe that the organisation has not complied with your data protection rights, you can complain to
the Information Commissioner.
What if you do not provide personal data?
You are under no statutory or contractual obligation to provide data to the organisation during the
recruitment process. However, if you do not provide the information, the organisation may not be able to
process your application properly or at all.
Automated decision-making
Recruitment processes are not based solely on automated decision-making.
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