
CANDIDATE PACK​

Front of House 
Receptionist/
Administrator



Waverley Abbey is a new spiritual home for a rising generation, based in one 
of England’s oldest places of Christian prayer, mission and justice. Today, 
we fire up believers and tool up leaders to play their part in the renewal of 
faith in the nation and around the world. We are a house of prayer, providing 
practical education, exceptional hospitality and sparking innovative 
enterprise.​

From the first Cistercian monastery in England to the global ministry of 
Every Day with Jesus, Waverley Abbey has been a place of Christian prayer, 
mission and justice for over 1,300 years. Now, in partnership with 24-7 
Prayer, we are building a new kind of Abbey: a new spiritual home for the 
nation and a hub that awakens a generation to transform the story of our 
times through the Gospel of Jesus Christ.​

VISION AND MISSION



Our team really is something special. Our people are gold.​

Our people come from all different walks of life, and it’s this mix of brilliant 
personalities, experiences and insights that gives us that warm, open 
and friendly culture you can feel as soon as you meet us. But however 
wonderfully different we all are, there are five things we’ve all got in 
common, and they are the Waverley Abbey values.​

Our values are the key to what makes our culture so unique; they’re a 
reflection of who each of us are and they’re embedded in everything we do.​

OUR VALUES​
Integrity​

Compassion​
Selflessness​

Transformational​
Celebration

​
SO WE EMPLOY AUTHENTIC, SELFLESS,​ 

COMPASSIONATE, TRANSFORMATIONAL AND FUN 
PEOPLE!

VALUES & CULTURE​



JOB TITLE: Front of House Receptionist/Administrator

​REPORTING TO: Head of House

HOURS: 21.75 hours on a shift basis, including weekends

SALARY: £25,070 FTE 

We dream of Waverley Abbey becoming a destination of encounter 
with God, providing a world-class service in all areas of hospitality, 
centred around simple excellence. A5-star experience that allows 
each guest to understand that they are important to us, and we 
are here to serve them with kindness and excellence in customer 
service, which guests will feel in abundance. Guests will leave 
Waverley Abbey feeling restored, revived and refreshed, knowing 
that they are now part of our connected family.

As a key member of the Waverley Abbey Front of House team, 
you will provide a warm and friendly welcome to guests, students 
and visitors at reception, engage with and manage house 
administration tasks, and support other areas of the house as and 
when required.

Key tasks
	> Give a 5* welcome to visitors, guests, students and contractors.
	> Be well acquainted with all activities and events due to take 

place in the house each day and be able to act as a central point 
of communication for our guest experience.

	> Liaise with College staff and the House Manager to ensure 
students ,tutors and other guests stays with us are run smoothly 
and efficiently from time of booking through to their leaving us.

	> Booking of bedroom reservations via telephone and email using 
CRM

	> Ensure relevant staff in the Waverley Abbey team are well 
briefed with any updates to activities on the day.

	> Administrative tasks day to day with speed, accuracy and 
efficiency.



	> Act as Duty Manager for the House at weekends when required – 
on a rota basis. 

	> Engage face-to-face, by email and telephone with enquirers 
to inform them about and promote all that Waverley Abbey 
offers, signposting them to relevant areas of the organisation as 
appropriate.

	> Ensure the foyer is clean, tidy and well presented at all times.
	> Support other Front of House /café/restaurant/Event duties if 

required.

Main performance assessment criteria-Essential

	> Friendly welcome and excellent customer service to all guests. 
	> Effective communication and liaison with staff at all levels.
	> Adaptability and flexibility with respect to the daily needs of the 

business.
	> Excellent IT and administrative skills.
	> Highly organised, reliable and able to prioritise.
	> Ability to perform under pressure with a “can do” attitude.

This job description is subject to alteration as the needs of the 
organisation change. Any substantial alterations will be made 
following consultation with you.



MAIN TERMS OF EMPLOYMENT​

Type of contract​
Part time, permanent

Salary range​
£25,070 FTE	

Hours of work​
21.75 hours on a shift basis, including weekends.

Place of work​
Waverley Abbey House, Farnham. 

Pension and Life Assurance​
After satisfactory completion of the probation period, you will be eligible 
to join the Group Personal Pension plan. Employees contribute a minimum 
of 3% of salary when joining Aegon (the company pension scheme), 
with Waverley Abbey contributing 5% in the first year, increasing to 8% 
thereafter.

Annual Holiday​
25 days pro rata (plus public holidays) per calendar year.​

​Notice​
1 months written notice on either side.

Key Dates​
Closing Date: 20 September 2026 
Start Date: 1 October 2026

To apply please send your CV and covering letter, addressing why you 
are excited about our vision and how you’ll fulfill the brief (Two pages 
max) to:​

Bev.Clark@waverleyabbey.org 
Mala.Dowd@waverleyabbey.org

mailto:Bev.Clark%40waverleyabbey.org%20?subject=
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