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Position Description  
& Further Information 

 
Assistant Organist  

& Director of the Girl Choristers 
 
 
 
 



Background 
 

The Christ Church Cathedral Choir (founded 1881) 

The Cathedral Choir is as old as the Cathedral itself and is one of the city’s most important cultural assets.  There 
have been weekly and Sunday sung services since the opening of the Cathedral in Cathedral Square in 1881.  The 
Choir currently sings in the architecturally stunning Transitional “Cardboard” Cathedral.  The former Cathedral in 
Cathedral Square is being re-instated over the next several years, following damage in the Christchurch earthquakes. 
 
Along with the cathedral and university chapel choirs of Great Britain, it is part of a unique, centuries-old tradition 
that has no equivalent outside the English-speaking world.  Christ Church Cathedral shares with the Cathedral of St 
Andrew, Sydney, the distinction of being one of the very few cathedrals outside Britain to have its own choir school. 
 
The Choir was formed in the image of the English Cathedral tradition at the time with a treble line of boys.  In 2019, 
again following those same traditions, the Cathedral Chapter formed the Girl Choristers.  The Girls are now an 
integral part of the Choir and sing regular services with the Lay Clerks and Choral Scholars.  The present Choir 
consists up to 12 Lay Clerks and Choral Scholars and up to 20 boys and 20 girls. 
 
The Cathedral Choir offers an unparalleled musical opportunity in New Zealand for first class musical training.  The 

Choir has a wide and varied repertoire, ranging from the sixteenth century to the present day.  The boys and girls in 

the Choir benefit from team-work and from the experience of working at a professional standard. They are all 

educated at The Cathedral Grammar School where they hold Choral Scholarships.   

 
 

 



POSITION DESCRIPTION 
 
 

Responsible to:  

The Director of Music and the Dean 
 
Functional Relationships:   

The Director of Music, The Dean, The Precentor, Associate Dean, Cathedral Administrator, Choir Librarian, 
Principal and staff at The Cathedral Grammar School, Parents of the Girl Choristers 
 
 

 
 
 

1. THE DUTIES AND OBLIGATIONS of the Assistant Organist and Director of the Girl Choristers shall be 
as follows: 

a. To play the organ at all services and rehearsals at which the choir is singing: 
i. Two (occasionally 3 services) each Sunday. 
ii. Choral Evensongs on Tuesdays, Wednesdays, Thursdays and Fridays. 
 

b. To attend rehearsals as listed in Schedule 1; 
 

c. To conduct the Girl Choristers’ rehearsals on Tuesday to Friday at 8.00am at the Cathedral 
Grammar School; 

 
d. To conduct Girl Choristers at the Cathedral services at which they are singing (Note: for these 

services the Director of Music will play the organ); 
 

e. To attend girl chorister Development Days at the beginning of Terms 2, 3 and 4; 
 

f. To play the organ for special events, such as funerals, special services, concerts and recordings as 
may be required subject to reasonable notice.  If the Girl Choristers are singing at these services, 
then the Assistant Organist and Director of the Girl Choristers will conduct the Choir; 

 
g. To attend and conduct practices at the annual chorister camp, usually held in the last week of the 

summer holidays, prior to the start of Term 1.  The Boy & Girl Choristers attend on consecutive 
3 day periods, but the Assistant Organist and Director of the Girl Choristers will be required to 
stay for the entire camp; 

 
h. Occasionally to play for special services [such as Anzac Day, Diocesan Synod services, AAW 

annual service] and events as required by the Director of Music, during term time and subject to 
reasonable notice, and for which no extra fee will be paid unless the Cathedral is being 
remunerated specifically for an organist for these services or events; 

 
i. To play for occasional Concerts and recitals as agreed with the Director of Music; 



 
j. To play service music and voluntaries on other occasions as requested by the Director of Music.  

 
k. To play at Weddings as arranged with the Director of Music.  A fee will be paid to the Assistant 

Organist; 
 

l. To sing in the Cathedral Choir at services for which the Assistant Organist is not required to play 
the organ; 

 
m. To be the main point of contact for the parents of the Girl Choristers and to maintain good 

communications among those parents; 
 

n. Generally to act in a manner suitable for a person taking part in the religious observances of a 
place of worship. 

 

2. CATHEDRAL STAFF TEAM 
a. To contribute to the work of the staff team in the Cathedral and maintain good relationships 

with the Director of Music, the Dean, Associate Dean and the cathedral community. 
 

3. REPORTING AND ACCOUNTABILITY 
a. To report and be accountable to the Director of Music and the Dean as agreed. 
b. Undertake all activities in accordance and compliance with the Diocesan Ethical Guidelines and 

the Diocesan and Cathedral Child Protection Policies. 
c. Work within agreed budgets and approval levels; 
d. General maintenance needs in association with the organ are brought to the attention of the 

Director of Music.  
 

4. HEALTH AND SAFETY 
a. Take all practical steps to ensure personal safety and the safety of others. 
b. Understand and fulfil health and safety responsibilities under the Health and Safety at Work Act 

2015. 
c. Report accidents to the Cathedral Administrator (an accident register is maintained). 
d. Understand and fulfil statutory requirements as an employee to report hazards, incidents or 

accidents to supervisors. 
 

5. PERSONAL AND PROFESSIONAL DEVELOPMENT 
a. To maintain and extend effectiveness and safety in the role through appropriate professional 

support and training / education. 
 

6. OTHER DUTIES 

a. To undertake other duties from time to time, as agreed with the Dean or Director of Music. 
 



Schedule 1:  Regular Cathedral choral services 
 
 

Sunday 
As at 2021, the Girl Choristers sing one full Sunday per term 

9.00am Choir Practice 
10.00am Morning Service 

4.00pm Choir Practice 
5.00pm Evening Service 

 
Monday 

Nil 
 

Tuesday 
4.10pm Choir Practice 

5.30pm Choral Evensong (with Boy Choristers) 
 

Wednesday 
4.10pm Choir Practice 

5.30pm Choral Evensong (with Boy Choristers) 
 

Thursday 
On alternate weeks these services are sung by the Lay Clerks & Choral Scholars alone 

or 
the Girl Choristers with the Lay Clerks & Choral Scholars 

4.45pm Choir Practice (4.10pm when Girl Choristers are singing) 
5.30pm Choral Evensong 

 
Friday 

3.45pm Choir Practice (Boy Choristers) 
4.30pm Choral Evensong (Boy Choristers) 

5.00pm Full Choir Practice (with whichever treble line is singing the Sunday Services) 
5.45-6:30pm Choral Scholars’ Practice 

 
Saturday 

Nil 
 

 

 
“Evensong – a beautiful service of prayer,  

praise and proclamation of God’s Word to end our day.” 
+ Peter, Bishop of Christchurch 
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Appendix 1 

REMUNERATION & SPECIAL CONDITIONS 
 
 
 

1. The following level of remuneration shall apply to this position.  
 
1.1  A base salary of NZD$50,000 per annum to be annualised throughout the year so that the 

employee is paid in equal monthly payments throughout the entire year including the 
periods when the employee is not required to work. 

 
 

1.2  Other Benefits  
 

1.2.1  The Employer shall reimburse the Employee for all reasonable travel 
accommodation and other expenses, which the Employee properly incurs in the 
course of business. The Employer will require claims of such expenses to be 
supported by receipts. Where use of the Employee’s private vehicle for business 
purposes is approved, reimbursement of mileage will be payable.  

1.2.2  3% KiwiSaver contribution, subject to eligibility. 
 
1.2.3 The employer shall reimburse the employee one outward airfare from the 

employee’s current country of residence to New Zealand to a maximum of 
NZD$1,500.00.  Should the employee be already resident in New Zealand, 
agreed relocation costs will be reimbursed. 

 

  



Appendix 2 

 

HEALTH AND SAFETY RULES 
 

1.1 All Employees must notify the Employer of any hazard of which they become aware at the place of 
work as soon as practicable on the day on which the hazard is identified.  

 

1.2 A work related accident must be reported by the Employee to the Employer either immediately or as 
soon as practicable on the day on which the accident occurs. Failure to do this may result in the 
Employer not accepting that the accident occurred at work.  
 

1.3 The Employer shall be notified as soon as practicable on the first day of absence caused by injury. 
When possible an Employee will indicate the nature of the injury and the expected duration of the 
Employees absence.  
 

1.4 The Employee shall notify the Employer within one working day of filing any work related claim with 
ACC or the appropriate insurer. The Employee shall also provide the Employer with a copy of the 
appropriate form by which application is made to ACC or the insurer and copies of medical certificates 
and such other documentary evidence as are provided to or by ACC or the insurer from time to time 
relating to the Employee's continued eligibility for injury cover.  
 

1.5 Where the Employee is suffering from an injury as a result of a work related accident, the Employee 
may be required by the Employer to return to work to undertake such alternative duties (either on a 
full or part-time basis) as are available.  

 
1.6 Smoking shall not be permitted in any area prohibited by the organisations policy. 

 

Note: A copy of the Cathedral’s full health & safety manual is available upon request 

 

 

  



Appendix 3 

 
KEEPING THEM SAFE 
 
A policy for the protection of children at the Cathedral to be read in conjunction with  the Diocesan “Keeping 
them Safe” guidelines and the Cathedral’s Health & Safety Manual 
 
Christ Church Cathedral  
2010 / 2017 / 2020 / 2021 
  
 
RATIONALE  
 
As a result of policies adopted by the Synod of the Christchurch Diocese, all parishes and Diocesan bodies are 

required to follow the guidelines as laid out in “Keeping them safe” 
 
The Dean and Chapter of Christchurch Cathedral have adopted the The Diocesan policy to ensure that, at the 

Cathedral: 
 
A safe environment is provided for the spiritual, physical, intellectual and emotional well-being of children and 

young people and that they are treated with dignity and respect 
 
Those with responsibility for children and young people in the Cathedral provide their service with integrity in a 

safe and professional manner 
 
Those with responsibility for children and young people are provided with appropriate conditions, guidance, 

instruction, training and supervision to ensure best practice standards so that the service provided is 
above reproach. 

 
This document applies to all Cathedral Staff, including salaried, full or part-time, honorary or volunteer adults 

who have dealings with children in the Cathedral.  The children in question include all children involved 
in Cathedral programmes (such as choristers, servers, bellringers, Sunday School & children’s 
programmes etc.) 

 
In addition, there are circumstances at the Cathedral not addressed by the Diocesan guidelines.  These largely 

arise because of the professional choir, containing children, that is present in the Cathedral for five 
services per week during school terms. 

 
The guidelines in this document are therefore to be read in conjunction with “Keeping them safe” 
 
 
Abuse 
Avoid situations where abuse can happen or be alleged to have happened  -  much of “Keeping them Safe” is 

designed to help prevent such situations occurring.  Remember abuse can be physical, emotional or 
sexual in nature. 

 
Adult-Child Discussions 
If there is a need or request to talk alone with a child or young person this should be conducted in the sight of 

other people.  Possible venues might be in the Nave or Chancel of the Cathedral, or in the Chapel.  If an 
office is preferred, the door should be left open if possible and an office used with a glass panel beside 
the door.  

 
Alcohol/Drugs 
Neither those responsible for young people nor young people themselves may bring alcohol or drugs to the 

Cathedral or be under the influence of drugs or alcohol. 
 
Babies and Pre-schoolers 



Babies and pre-schoolers present special safety needs.  Consider electrical equipment including safety plugs, hot 
surfaces, heaters, safe hygienic toys, windows/doors. 

 
Behaviour 
Some behaviours are unacceptable, including all kinds of bullying, intimidation or cultural harassment. 
 
Camps and events outside the Cathedral 
Cathedral staff or Cathedral helpers who are planning events outside the Cathedral, must present to the 

Cathedral’s Children and Young People’s Safety Officer (CYPSO), for the approval of the Dean, detailed 
plans of the event including the provisions which are made for supervision, First Aid, emergency contact, 
details of medical conditions and medication, dietary needs. Forms for this purpose are available from 
the Administrator. 

 
Parental consent must be obtained in writing.  It is preferable when arranging supervision that leadership gender 

issues, and the ratio of workers to children/young people are considered.   
  
For camps, it is suggested that at least one parent is present and for chorister camps this should be female. 
 
For an event (such as concerts) where the choristers are participating, at least one approved adult in addition to 

the Director of Music must be present with the choristers. (please see Appendix for detailed policy for 
events at which the Choir is singing with a third party, such as CSO, City Choir etc) 

 
Communication with Parents 
Parents should be informed in any case of concern.  This applies to accidents, first aid or medical treatment, 

illness or unacceptable behaviour.  Inform both parents wherever possible in the case of split families. 
 
Cultural/Disability Awareness (Human Rights) 
Thousands of people of different cultural backgrounds, and people with disabilities come through the Cathedral.  

If a child has a disability, talk to parents about specific needs. 
 
The provisions of the Human Rights Act relating to discrimination need to be upheld.  Awareness and 

implementation of the Treaty of Waitangi is required. 
 
Evacuation 
All adults working with children need to be familiar with the procedures to be followed in the event of 

Earthquake, Fire, and other emergencies. 
 
First Aid 
There must be at least one person present at activities involving young people who has a current first aid 

qualification. 
First aid equipment is available and accessible in the Administrator’s office, and in the Kitchen. 
Incidents must be recorded in the Incident book held by the Cathedral Administrator. 
Parents must be informed of any incident. 
When treating children, two adults should be present, one being of the same gender as the child. 
 
Personal Safety 
Avoid potentially compromising situations such as: 
Transporting a young person alone 
Being alone with a young person at the Cathedral, in their home or elsewhere 
Any touching  in an unsafe or culturally inappropriate way, including help with dressing, visiting toilets etc. 
 
Police Checks 
Police Checks need to be obtained for ALL adults who have contact with children.   
On occasions external groups may use the Cathedral and may come into contact with children for whom the 

Cathedral has responsibility (examples may be an external group holding a church service at which 
choristers and/or servers may be present; an external concert involving the Cathedral Choir).  In such 
circumstances, the children will remain under the sole control of Cathedral staff.  It will be expected that 
the staff of the external group will have had a police check undertaken by their own organisation. 

 



Ratios 
When working with groups of young people always try to have at least two adults  -  one is dangerous, e.g. a 

backup is needed in case of accident. 
A guideline is 1:6 for children, but 1:3 for small children and babies. 
It is illegal to leave children under 14 unsupervised for any length of time. 
 
Responsibility  
Make clear to parents the limits of your responsibility, e.g. within the published times of an activity.  This is 

particularly relevant for chorister parents collecting their children after services.  Cathedral staff should 
not be expected to wait for any length of time when parents are late. 

 
Risk Management  
To comply with current H&S regulations Risk Assessment & Management forms must be completed for activities 

involving risk, e.g.  swimming outing to the beach.  Forms are held by the Administrator. 
 
Toilets 
Although Cathedral toilets are not public, they are used by members of the public who are not necessarily 

attending the Cathedral.  Children should not go to the toilet alone and should be encouraged to use one 
of the accessible cubicles where no one else can be present 

 
Transport 
Parents must give approval for transport by private car. 
As soon as a child or young person enters a vehicle, the driver is responsible for their safety. 
 
Mandatory requirements include: 
Current full licence for drivers and the legal right to carry passengers 
Current registration and WoF for the vehicle 
Seatbelt must be worn by each person in the vehicle.  No more children should be transported than there are 

seat-belts available. 
Reporting of injury accidents. 
 

 

  



Appendix 4 

 

ABOUT THE TRANSITIONAL CATHEDRAL 

 

The Cathedral is an extraordinary place. This Cathedral stands for the glory of God in Jesus Christ and for the 
good of all people. It is the newest Cathedral in New Zealand, and the only Cathedral in the world made 
substantially of cardboard. 
 
In February 2011, Christchurch suffered a devastating earthquake which destroyed large parts of the city, killing 
185 people and injuring many more. During the quake, the tower of the original neo-Gothic Cathedral 
collapsed. Further aftershocks destroyed the iconic rose window and cracked the whole Cathedral like a plate. 
We continue to give thanks that no one lost their lives in the Cathedral. 
  
A few weeks after the earthquake, one of the Cathedral staff saw an article in a NZ design magazine about a 
Japanese “emergency architect” called Shigeru Ban. After the Kobe earthquake, he had designed a cardboard 
church to replace one which had been destroyed. Shigeru Ban visited Christchurch and offered to design a 
cardboard cathedral for us. A vision was born. Little over two years later, the building you are standing in 
became a reality.  
 
It is made of cardboard, local wood, and steel, with a polished concrete floor and a strong polycarbonate roof. 
It is built to 130% of the current New Zealand earthquake code, making it very safe. It is designed to last for at 
least 50 years, and it will eventually become the parish church of St John in Latimer Square, when a permanent 
Cathedral is built again in Cathedral Square.  
 
The design is quite simple, with waves of cardboard tubes drawing the eye and the attention towards the cross 
and the altar. At full capacity, it seats nearly 700 people, yet it has a remarkable sense of both space and 
intimacy.  
 
Cathedrals are by nature multi-dimensional. They are places of spiritual exuberance and quiet beauty, 
expressions of visions that transcend human knowing, meeting places for the spirit, libraries of stories, 
cornucopias of artistic achievement. And they are places where worship takes place in countless forms, music 
pours forth in daily offerings of resonant beauty—where spiritual growth and education deepen the mind and 
spirit, and where people meet in search of common ground and a common good.  
 
You too are invited to come and be part of this story. This is the home of a vibrant community of “Cathedral 
Regulars”, those who may be members of other parishes or other denominations, but who choose to worship 
with us.  
  
The Cathedral hosts more than 750 regular worship services each year, offering praise to God in words, music, 
ritual and symbol and in quiet contemplation. Whether you come as a visitor, a spiritual seeker, a pilgrim, or 
someone who is just looking for a calm space in the midst of a busy life, you will find a warm welcome here. 

 

 

 



 

Appendix 5 

 

THE CATHEDRAL ORGAN 

The Transitional Cathedral is the owner of a Rodgers 484 Infinity Series Digital Organ, one of the first of these 
new models to be installed in the world.   

The 484 has 4 manuals and 84 main stops, plus 178 Voice Palette stops for a total of 262 real-time available 
stops, equivalent to 398 pipe ranks.  Library Access provides an additional 180 real-time stops and voices, 
equivalent to 235 pipe ranks 

Further information, including the full registration can be found here: 
https://www.rodgersinstruments.com/organs/infinity-series/infinity-series-484 

 

 

 

 

  



Appendix 6   

 

REINSTATEMENT OF THE CATHEDRAL IN THE SQUARE 

The Christ Church Cathedral Reinstatement Project Team is currently reinstating the Cathedral using a 
combination of repair, restoration, reconstruction/rebuild and seismic strengthening. 

The 19th century Cathedral will be transformed for the next century.   It will look similar, with its important 
heritage features retained.  It will be safer, more functional, more flexible and more comfortable.  It will be 
better equipped for future worship and civic events. 

It will be a place where all can gather and be at home, hosting friends, strangers, neighbours, tourists and 
visitors to our city. As the Cathedral comes back to life, it will become a symbol of hope and confidence 
restored. 

Reinstatement includes the restoration and refurbishment of the 64-stop Hill Norman & Beard/South Island 
Organ Company instrument  

Further information can be found at https://reinstate.org.nz/ 

 

 

 

 

 

 

 



THE CATHEDRAL GRAMMAR SCHOOL 

No other independent preparatory school in Christchurch has a history as rich or as long as that of Cathedral 
Grammar.  The School was founded by the Cathedral Chapter in 1881 - six months before the opening of the 
Cathedral - for the training of boys for the Cathedral’s choir and preparing them for further education. 

This tradition continues today with Cathedral Grammar being one of only two choir schools in the Southern 
Hemisphere, and the ChristChurch Cathedral Choir the only professional choir for boys in New Zealand. Being a 
part of this unique group provides them with a superb training in music with world-class directors and 
performers.  

The School believes a well-rounded character is just as important as academic success and people often 
comment about the charm, confidence and character of the pupils when they visit the school. This is a 
reflection of the dedication to the Anglican faith and our core Christian values of faith, hope and love. Pupils 
see Christianity being lived every day in many ways, including the virtues programme and the School's values 
that infuse the curriculum. 

Healthy pastoral care meets the wide variety of needs of the pupils to help sustain a loving, caring group of 
individuals who nurture and support one another. 

And it doesn’t stop there. Our Anglican character goes beyond the pupils with many considering the family-
based community spirit a highlight of the school culture. 

For more information see www.cathedralgrammar.school.nz 

 

 

 


