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Job Description –Marchmont St Giles’ Church Caretaker
Role
We are looking for a committed, practical, people person to come and join the team at Marchmont St Giles’
on a flexible, part-time basis to support our ministry. The purpose of the role is to facilitate the day-to-day
functioning of the Church and Centre in close co-operation with the Minister and other members of staff of
the Church (Children and Families Worker, Administrator, Organist, Cleaner, Gardener as well as the
Manager, Assistant and volunteers in Butterflies Café).
As a faith-based organization and place of Christian worship, our beliefs are the foundation of our work. The
post-holder will be expected to be aware that faith is important, and work actively to support our ministry
and vision.
As part of the team, serving and supporting everyone who comes through the door is important.
As well as being a familiar and friendly face to all who visit and use the Church and Centre, the successful
candidate will be responsible for ensuring the security of the premises and that those who use the premises
have the rooms set up as requested, and afterwards the rooms will be tidied up and cleaned, if necessary.
Duties will also include making sure our grounds are free from litter; minor repairs; major items being
referred to contractors and low-level window cleaning. Answering the phone and good communication with
the team is also important as we seek to serve our parish.
This position requires a professional and organised attitude, a people focus and an ability to work in an ever
changing environment, where multi-tasking, sound decision making, self-motivation and discretion are
essential.
Context
Marchmont St Giles’ is a Church of Scotland congregation in Edinburgh. It is a primarily residential parish and
the church provides focal points for various community activities. Our Church and Centre are a hub of activity
providing cradle to grave activities as well as worship experiences during the week and weekend. Both the
Church and Centre are used every day of the week and most evenings for a range of activities.
The congregation is currently planning changes within the church and additional spaces to use for the
increasing number of groups wishing to use our facilities.
Location and Hours
The role will be based in Marchmont St Giles’ Church.
The role will initially be for 20 hours a week. (Some flexibility in the distribution of the hours could be agreed)

Terms and Conditions
The detailed terms and conditions will be contained in the post-holders Contract of Employment.
The salary will be £9.90 /hour paid monthly in arrears. The gross annual salary will be £10,296.
This salary equates to a full-time gross annual salary of £19,562.
.
Remuneration will be reviewed annually in January.
There will be a six-month probationary period with a three-month review point. An appraisal will take place
to confirm completion of the probationary period and appraisals will take place annually thereafter. During
the probationary period one week's notice of termination of employment will be required on either side;
thereafter one month's notice on either side will be required.
Annual paid holiday entitlement is 5 weeks. Leave should be arranged in advance with the Minister.
The Minister will review regularly with the post-holder duties and responsibilities and discuss development.
Any overtime will be agreed in advance with the Minister and will be paid at the hourly rate.

Key Responsibilities
1. Support Marchmont St Giles’ vision and mission
2. Care of the Building
a. clear up and set up of rooms for use by users
b. ensure the building and grounds are well presented and in a good state of repair
c. organise the maintenance of equipment, fixtures and fittings and communicate with firms who maintain
the plant within the Church and Centre as well as those with service contracts held by the parish, (e.g.
Piano/Organ Tuner & inspections, Alarm services, Fire Appliances, Gas Appliances, Boiler inspection etc)
d. undertake minor repairs
e. ensure a safe and clean working environment within the Church and Centre
f. ensure the premises are clean, tidy & safe for all users including ensuring recycling & rubbish collection
3. Work with People
a. help the users of the Church and Centre
b. support the Minister during funerals and weddings
c. working cooperatively with the cleaner and, undertaking some cleaning over and above the daily duties
of the cleaner
d. Communicate well with the Management Committee and sit on the committee to aid with planning and
good communication throughout the organisation
4. Communication
a. Communicate effectively and regularly with the Management Committee and colleagues about the state
of the premises, maintenance requirements, health and safety concerns etc
b. Communicate well with contractors

Person Specification

Experience
• experience of working in similar role is desirable but not essential
Skills and competencies
• good interpersonal communication skills
• can undertake minor property repairs and develop a maintenance plan for the safe operation of the
building.
• attention to detail
• planning skills with ability to work autonomously and manage workload
• ability to work flexibly
• good spoken English
Personal Attributes
• team player
• confidential, sensitivity with compassion
• ability to make decisions and take initiative
• ability to manage the unexpected
• enjoy learning and new experiences
• likes people of every age and stage
Applications
Applications and recommendations are invited for this important role within our team to:
The Rev Dr Karen K Campbell
Minister
Marchmont St Giles’ Parish Church
Edinburgh
EH9 2DW
or by email to:
KKCampbell@churchofscotland.org.uk at the latest by 31 May 2022.

Information can be found on the website www.marchmontstgiles.org.uk
or by phoning 0131 447 4359 or 07789 738076.

