
The Julian of Norwich Partnership



[bookmark: _Hlk152247948]Job Title		Hospitality and Operations Assistant (6-month contract)

Working hours	35 hours per week

Example working hours, with an hour’s unpaid lunch break each day, are
			Monday 9am-5pm
						Tuesday 7:30am-3:30pm
						Wednesday 7.30am-3:30pm
						Thursday 9am-5pm
						Friday 9-5pm

Alternative hours, including weekend or evening work will be required to cover events, annual leave, and sickness absence. Where possible these will be notified well in advance.

Line manager		Julian Shrine Hospitality Manager

Salary			£28,000, payable monthly by direct credit transfer

Holidays	33 days paid annual leave including eight public holidays, which may sometimes need to be taken in lieu depending on the needs of the charity.

Sickness	The Partnership will pay Statutory Sick Pay if you are certified as not fit to work

Pension	The Partnership will meet its legal obligation to enrol you in a contributory pension scheme, although you have the right to opt out of the scheme if you wish to do so

Place of work		The usual place of work is All Hallows Guesthouse and the Julian Centre

Start date		5 October, or as soon as possible thereafter

DBS	We are committed to safeguarding and promoting the welfare of children, young people and adults at risk of harm. All applicants must be willing to undergo screening appropriate to the post, including checks with past employers, completion of a Confidential Declaration Form and an Enhanced Disclosure and Barring Service check.

It is not necessary for the post holder to be a practising Christian, but they must be in sympathy with the aims of the Church of England and the ethos of an internationally-significant Christian shrine and pilgrimage centre.




Context of the role

The Julian Shrine perpetuates the memory, teaching and spiritual legacy of Julian of Norwich, one of the greatest medieval mystics and a figure of great significance within and beyond the Christian Churches.  The Shrine consists of St Julian’s Church (which has a dual role as a working parish church and a centre of pilgrimage and spirituality), the visitor centre (called the Julian Centre) and the Shrine retreat house, All Hallows Guesthouse, which welcomes guests from around the world for hospitality and accommodation.

Role description

As a core member of the Julian Shrine team, you will play a key role in delivering exceptional hospitality to visitors, overnight guests and pilgrims to the Julian Shrine, a place of international significance and an important part of the heritage of the city of Norwich. With our Hospitality Manager you will ensure a warm welcome for visitors at reception, offering helpful and articulate communication by phone, email or face to face, as well as handling check-ins and check-outs. Working with our housekeeper, you will ensure that our facilities remain clean, welcoming and safe spaces. During holiday cover, sick leave and staff days off you will be responsible for the wellbeing of our guests and volunteers, ensuring a friendly staff presence is available for support when needed.

Activities include but are not limited to: responding to enquiries by email or phone, operating our till system, checking guests in and out; laying breakfast; housekeeping and cleaning including room turnover and bed-making; laundry, and other similar activities. You will be expected to comply with the eco-friendly ethos of All Hallows, as well as being committed to our priority of offering genuine welcome as a place of peace and rest for our guests and residents. During the Hospitality Manager’s absence you will take responsibility of the hospitality offered at the Shrine by assisting volunteers and guests as needed, as well as being on call for emergencies.

You will need to be confident and efficient working alone and as part of a team, and happy to receive direction in new tasks, and learning our tablet-based till or online booking systems.

Though this position is for a six-month contract, the charity is intending to conduct a recruitment exercise for a permanent position during the course of the winter, and the holder of this post will be welcome to apply for that role if wished.

Duties include:

managing check-in, including taking payment, providing guests with induction and answering questions fielded by visitors
answering phone calls and handling correspondence including emails and post, ensuring messages are answered courteously and helpfully, or directed to the most appropriate place for prompt action
maintaining professional courtesy to guests and assisting in the cultivation of a peaceful atmosphere of All Hallows
regular housekeeping work, including the kitchen and bedrooms
setting out breakfast for guests
simple laundry washing and hanging tasks
flexibility in working hours when providing holiday cover

This list of responsibilities is not exhaustive and the role includes all other reasonable tasks of a similar nature.  It is subject to review in consultation with the Hospitality Manager, and a regular opportunity to review tasks and discuss common concerns, opportunities for training etc. will be provided.
Person specification

The successful applicant for this new role will be

energetic and comfortable to undertake physical housekeeping work as well as desk-based administration;

an excellent communicator able to express themselves thoughtfully in person, on the phone and in writing;

comfortable with IT, iPads, and computers including word processing, spreadsheet editing and other office tasks, with good literacy, numeracy and secretarial skills;

eager to assist in establishing the commercial viability of the Julian Shrine and its work;

able to handle responsibility and show leadership when deputised when covering for annual leave and absence

able to respond effectively to direction and to exercise personal initiative and imagination in appropriate ways;

able to demonstrate a commitment to safeguarding and promoting the welfare of all especially those who may be vulnerable, and a willingness to complete appropriate training;

possessed of good presentation skills, close attention to detail and able (with others) to ensure the guesthouse and visitor centre look attractive, are well-organised and run smoothly;

keen to develop professionally, to hone their own skills and support the development of others.


How to apply

To apply for this position, please send
• a covering letter no longer than one side of A4
• a completed application form (with the contact details for three referees)

to

josiah.english@julianofnorwich.org

to arrive no later than 23 September, with interviews on 25 September 2026.

To arrange an informal discussion about the role, please contact the Hospitality Manager, Josiah English: josiah.english@julianofnorwich.org

