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April 2024

Dear Applicant,
Premises Assistant: Application Pack
Thank you for your interest in the position of Premises Assistant at St. John Fisher Catholic Comprehensive School. Our application pack offers the following information, which we hope will assist you in deciding if you have the right qualities to work here and whether our school is the best place for you to further your development and career. 
· External Advertisement
· Job Description
· Our History
· Mission Statement
· How to Apply
The following important documents are also available on our website:
· School Prospectus https://stjohnfisher.school/wp-content/uploads/_PDF/KS3_CURRICULUM/sjf_KS3_16-Propectus-2018-web.pdf 
· Sixth Form Prospectus https://stjohnfisher.school/wp-content/uploads/2019/11/SJF_SIXTHFORM_PROSPECTUS.pdf
· Application Forms https://stjohnfisher.school/home/about-us/vacancies/

We look forward to receiving your completed application.
Yours faithfully,

[image: ]

Dympna Lennon
Headteacher


External Advertisement: 
Premises Assistant

Medway Scale D2 Medway Scale Point 4-11
Full time 37 hours per week 
Salary Grade D2 Medway NJC points 4-11, £23,114 - £25,979 pro rata 
The Premises Assistant role is supporting the delivery of high-quality education through helping facilitate improvements to the school’s organisation and environment. All areas of the school’s work have a need for high quality support services. By effectively carrying out this role, you will not only be ensuring that efficient support services are in place to meet our teaching and learning requirements, but you will also be helping to make other people’s lives easier to manage.
St. John Fisher Catholic Comprehensive School is a non-selective coeducational secondary school for students aged 11-18. We have recently moved to our brand new school site on City Way, Rochester. Our exams facility has been built for purpose and offer exceptional working areas for the successful candidate.
Our mission statement is that ‘St. John Fisher Catholic Comprehensive School inspires students, spiritually and educationally forming them through Faith so that they can achieve their aspirations and contribute to their community’.  As a Catholic school, we are passionate about the formation of the whole student, making sure that we develop students into good people as well as ensure they get good results.

The school is in Medway, a 30-minute distance from London by road or high-speed rail link. Medway benefits from a multimillion-pound regeneration programme bringing new housing developments and facilities for its inhabitants; it also has the lowest council tax rates in Kent.  

We are happy to offer visits and informal discussions of the role: please contact Ellie Campbell, Chief Operating Officer, at e.campbell@stjohnfisher.school,  for further information.


Shortlisted candidates only will be contacted for interview which will take place shortly after the deadline. St. John Fisher Catholic Comprehensive School is an Equal Opportunities Employer, committed to safeguarding and promoting the welfare of all students. Any offer of appointment will be subject to satisfactory references and an enhanced DBS check will be required for all successful applicants. 

Job Description
Responsibilities and Key Tasks
· Provide a full range of caretaking duties
· Litter picking
· Opening and closing of school premises, ensuring security is maintained at all times
· Direct contractors to specified areas on site, ensuring they sign in and out
· Receive deliveries and distribute as necessary
· Provide porterage service
· Carry out specified maintenance repairs and general painting. (Training will be given as necessary for the right candidate)
· Working at heights
· Ensure rooms are prepared for lettings and school events
· Keep paths, drives and hard surfaces clear in all seasons
· Support the maintenance of the external grounds of estate
· Greet and direct, as well as setting up for, after-school lettings and functions
· Report any matters affecting the Health and Safety of persons attending the school sites
· Carry out duties having due regard to Health and Safety

General Duties
· Liaising with other users of school site 
· Oversee and co-ordinate deliveries of stock, supplies, etc. to correct storage site
· Perform any other reasonable duties within the competence of the Premises Assistant determined by the Facilities Manager or Leadership Team as necessary
· To attend for work reliably and punctually
· To continuously develop your own working practice, taking responsibility for identifying and addressing your own training and development needs

To carry out as requested from time to time any other relevant duties as may be reasonably required by the Headteacher.
                
Person Specification for Premises Assistant
Essential Skills:
· To be able to work independently and show initiative when problem solving
· Good knowledge of site safety and how to work safely
· Attention to detail and accuracy
· Proactive and reactive to changing deadlines
· Good organisational skills
· Ability to work under pressure
· Positive, can- do approach
· Ability to come up with solutions to issues that arise

Desirable Skills:
· Experience of working in a school environment
· Good interpersonal skills and able to work well with others of varying backgrounds
· Keen eye for detail and for spotting issues before they become a problem

Equal Opportunities
· Demonstrated commitment to translating equal opportunity policies into operational practice
· Awareness of equal opportunity issues and how they affect service delivery




Our History

St. John Fisher Catholic Comprehensive School has a proud history of educating our local Medway community. Established in 1964, we are the only Catholic secondary school in the local authority and the only secondary school operating across two sites. One of seven secondary modern schools in the area, we are a diverse community, proud to educate Catholic students as well as those of other faiths and none.

Our students often refer to us as their second family, and it is a great place to work as a teacher. Our community of staff is incredibly supportive of each other, and our personalised CPD programme means that everyone’s career development is supported in a way that is specific to them. We are passionate about work-life balance, finishing lessons early on a Wednesday afternoon so that CPD and meetings can largely take place during normal school hours, and we provide counselling services free of charge to those who need them. In addition, our feedback policy asks that staff read student books and then get the class to respond collectively in the next lesson in purple pen, rather than requiring that every set of books be deep marked on a frequent basis.

The school has been on a trajectory of improvement since the appointment of the Headteacher, Dympna Lennon, in September 2016. This was recognised in our ‘Good’ Ofsted in May 2019, with inspectors commenting that ‘standards across the school have improved since the last inspection’ and ‘Teaching, learning and assessment are strong across subjects.’ Our August 2019 GCSE results were our best-ever and our A Level results were the second highest comprehensive school results in the local authority. SJF’s sixth form offers a wide range of academic and vocational qualifications, further extended by our collaborations with local grammar schools. It has a comprehensive intake, ranging from students who are re-taking Level 2 qualifications all the way to those who are enrolled in our Oxbridge programme, helping students to reach the top universities.

SJF is the recipient of a multimillion-pound grant from the Department for Education’s Priority Schools Building Programme which will be used to build new school facilities for our students so that they have the resources they deserve. We will move into our new school in Spring 2023.

SJF undoubtedly has a proud history, but we are even more excited about the future. We hope that you’ll want to be part of it.

Our Mission Statement

St. John Fisher Catholic Comprehensive School inspires students, spiritually and educationally forming them through Faith so that they can achieve their aspirations and contribute to their community.


How to Apply
To apply, please complete our application form, downloadable from our website St John Fisher
As part of this application, please include a supporting statement of no more than 1300 words, outlining your suitability for the role and stating how your qualifications and previous experience have prepared you for this position. 
Your completed application form should be returned to:
Ms. E. Campbell, COO
St. John Fisher Catholic Comprehensive School
City Way
Rochester
Kent
ME1 2FA


Or by email to e.campbell@stjohnfisher.school 


We will arrange interviews for strong candidates as soon as we receive applications.
Early applications are encouraged. We reserve the right to close the vacancy early if a suitable candidate is found Interviews will take place shortly after the closing date. If you have any questions, please contact Ellie Campbell, Chief Operating Officer, at e.campbell@stjohnfisher.school. 
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