
 
 

Warden Job Description 
 

The aim of Bishop’s House is to create a centre for spiritual development for individuals and groups, 

and to provide worship and hospitality for guests and for the local community on the Isle of Iona. 

 

The Warden of Bishop’s House is responsible to the Board of Directors of Island Retreats Limited 

(IRL) in the Diocese of Argyll & The Isles, for the management of the business and reports to them 

on a quarterly basis. A director is assigned to Bishop’s House to give guidance and support.  

 

Welcome 

The Warden is responsible for welcoming guests, checking them in, and ensuring that they have a 

comfortable stay.   The Warden maintains a small “tuck shop” and “gift shop” with a selection of 

drinks and snacks and cards, books and other gifts for guests to purchase. 

 

Christian worship and retreat leadership 

Bishop’s House attracts parish groups for short retreats/ holidays bringing their own retreat 

leader/minister, and to a lesser extent individual coming to join a group. The Warden is responsible 

for liaising with each group’s leader/minister on the daily services. The Island resident Episcopal 

Minister leads a Wednesday afternoon worship in the summer, and Sunday morning worship in the 

winter. The Warden is sometimes responsible for planning, managing and in some cases leading a 

programme of retreats  

 

Marketing and Public Relations 

The Warden is responsible for promoting the work of Bishop’s House through the website, social 

media, advertising in retreat and tourist related material and its own printed publicity.  As the web-

sites is maintained by an independent supplier, the Warden must ensure that it is kept up to date. 

The Warden’s role will include devising and developing retreat programmes and setting prices for 

bookings. There is an active Friends' of Bishop’s House organisation which assists Bishop’s House 

financially.  The Warden works with the Committee and reports to the Friend’s Annual General 

Meeting. 
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Reservations 



Bishop’s House operates a computerised reservation system.  The Warden is responsible for taking 

bookings both by telephone and by email and processing them from deposit and payment through 

to guests' arrival. 

 

Housekeeping 

Bishop’s House has a high reputation with guests for accommodation, facilities and food. The 

Warden is responsible for maintaining high standards of presentation, cleanliness and welcome.  

The Warden orders housekeeping equipment and disposables.  

 

Catering Management 

Bishop’s House is well-known for its "good home-cooking".  The Warden is responsible for 

maintaining this reputation and working with the Assistant Warden and the Cook to ensure high 

standards of cuisine.  The Warden oversees food ordering and kitchen supplies. 

 

Staff Management 

The staff presently comprises the Warden, the Assistant Warden (part time cook), the Cook, the 

Housekeeper, the General Assistant, and two volunteers.  The Assistant Warden lives on the Island, 

all other staff live in at Bishop’s House. The Warden is responsible for managing the staff, staff 

training, for planning the monthly rota, for collating time-sheets and sending figures to the 

accountant. The Warden is also responsible for recruitment, contracts, discipline procedures, and 

terminations, all in conjunction with an IRL director. 

 

Building Management 

The Warden is responsible for ensuring that the building operates efficiently and cost-effectively.  

There is an oil-fired central-heating and hot-water system, a Stannah stairlift, and a fire alarm 

system. The Warden is responsible for ensuring that all aspects of the building are maintained.  A 

Quinquennial report is carried out regularly and the Warden works with the Board of IRL to maintain 

the buildings. 

 

Financial Management 

The Warden is responsible for ensuring that the financial performance meets or exceeds the agreed 

budget. Variances are to be reported to the board in a timely manner. 

The accounts for Bishop’s House are produced by Ainsley-Smith and Co, an Oban-based firm of 

accountants.  The Warden is responsible for collecting payments, banking cheques, paying bills and 

maintaining monthly returns to be submitted to the accountants.  The Warden reports quarterly to 

the Board of IRL, and produces an annual budget for board approval and works within this budget. 

 

Working Hours 

Bishop’s House is currently open for accommodation from approximately the end of February to the 

beginning of November. 

The working hours are flexible to the extent of the work required for the proper performance of the 

duties. During the season this is very much a full-time job, with, where possible, two days off per 

week on a rota basis, and breaks as are required in order to comply with The Working Time 

Regulations. The Warden will be expected to work additional hours to meet the requirements of the 

position. Some of this additional time may be taken in lieu in the out of season period. 
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