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[bookmark: _Hlk99313978]Sixth Form Administrative Assistant


We are seeking to appoint a Sixth Form Administrative Assistant to join our vibrant, inclusive school community.  This is a new role as we open our Sixth form provision in September 2026. The post holder will provide high-quality operational and administrative support to ensure the smooth running of the Sixth Form. The role includes a key role in supporting safeguarding, and effective communication with students, parents and staff. 

To be successful at St Catherine’s, you will need to:

· commit to our supportive but challenging ethos and culture
· be able to work independently but also as part of a team 
· be passionate about diversity and inclusion
· demonstrate an unwavering commitment to Catholic education and the ethos of the school

In return, we will offer you:


· a school where students are keen to learn and progress
· a school where GCSE outcomes are consistently strong. 
· an incredibly supportive group of colleagues and leaders
· a personalised professional development programme delivered through twilight sessions and dedicated training days
· the opportunity to join a thriving and vibrant Catholic school

For an informal conversation about the role, please contact Ms Wendy Boyle (PA to Headteacher and HR Manager)
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Key information
Start date:		September 2026
Salary:			Highly competitive and based on experience and potential
Visits:			By arrangement
Closing date:		Friday 6th March 2026 at 9am
Interviews:		Week beginning Monday 9th March 2026



We particularly welcome applications from candidates who will help us to make our staffing body more representative of London’s rich and diverse community.


St Catherine’s Catholic School is committed to safeguarding and expects all applicants, referees and members of the school community to share this commitment
How to Apply 

We look forward to receiving your application.  

We will only consider complete applications. These will consist of two parts: 
 
1. A CES application form, available to download from our school website or the TES. 
2. A covering letter of no more than three sides of A4, explaining: 
· Why you would be a suitable candidate for St Catherine’s school, based on your experience to date 
· How you will inspire our students and raise their aspirations
· What you will bring to the Catholic ethos of the school
· Why you want the job at this stage of your career 
· How you will contribute to the wider life of the school.
  
In addition to the application form and covering letter, we are happy to accept CVs, although it is not essential. 
 


Timeline for appointment 
 
Visits:  			Actively encouraged and can be arranged by emailing info@stccg.co.uk 
 
Application deadline:  	 Friday 6th March 2026 at 9am
 
Invitation to interview:   	 Week commencing Monday 9th March 2026 
 
Interviews:   	 	 Week commencing Monday 9th March 2026
 
Post begins:  	 	September 2026
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St Catherine’s Catholic School

 Watling Street, Bexleyheath, Kent, DA6 7QJ	    01322 556333    info@stccg.co.uk   www.STCCG.co.uk


Headteacher :  Nicola Thompson BSc (Hons) NPQH
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Be a vibrant, inclusive, Catholic community
where there is mutual love, service and respect.
Offer opportunities to everyone on their unique
journey to nurture their strengths and potential.

Encourage everyone to positively serve our
society and the world by living our Gospel values.
Celebrate and empower
women of the future.
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