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PREMISES ASSISTANT 
St. George’s Church of England Primary School is seeking to appoint a Premises Assistant to: 

 

 provide a building maintenance service to St George’s CE Primary School. 
• help deliver all aspects of the school's facilities management to ensure the cleanliness, health 

and safety and security of the school buildings and grounds at all times. 
• assist the Site Manager in ensuring that all work undertaken by contractors is carried out in 

the most safe, effective and efficient manner. 
• ensure the building is locked and alarmed at the end of each day. 

The successful candidate will have: 
 

 Ability to build relationships and to lead and work as part of a team. 

 A friendly, helpful, caring and flexible approach. 

 Open-mindedness, patience and compassion 

 A commitment to equal opportunities. 

 Ability to maintain confidentiality in all school matters. 

 High levels of self-confidence. 

 Ability to relate well to other professionals. 
 

In return, we offer: 

 a happy community committed to providing the best education for our pupils built upon a strong sense of 
belonging and mutual respect, giving our children the freedom to flourish and succeed;  

 professional development of all colleagues; 

 a distinctive local context ensuring we place inclusivity at the heart of all we do;  

 a skilled and experienced team of professionals; 

 a school in which the pupils flourish in an open, supportive environment and achieve high standards as a 
result. 

 

St. George’s is committed to safeguarding the young people in our care and we expect all our staff to share 
this commitment.  The successful applicant will be required to undergo an enhanced DBS check. 
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THE APPLICATION PROCESS AND TIMETABLE 

CLOSING DATE 

You are invited to submit an application form, available with this pack, along with a personal 
statement outlining your suitability for the role against the person specification and job description. 
 

  Closing date for applications:   22 September 2022 
 
 

SHORT LISTING 

The candidates selected for interview will be informed after short listing and full details of the 
interview programme will be provided. If you have not heard anything from us after the interview 
date below, please assume your application has not been successful. 
 
 

INTERVIEWS 

Candidates will be invited for interview. 
 

 Interviews and task activities    27 September 2022 
 
 

APPOINTMENT 

All candidates will be contacted following interview.  
 

 Appointment to commence:   immediate 
 
 

APPLYING 

Please send your application, outlining your suitability for the role against the enclosed person 
specification and job description, by email to  annie.browne@st-georgesbickley.sch.uk. 
Alternatively, submit your application to the Headteacher, St. George’s Church of England Primary 
School, Tylney Road, Bromley, Kent BR1 2RL. 
 
Shortlisted candidates will be asked to bring appropriate identification with them to interview. For 
the purpose of DBS clearance, only copies of the successful applicant’s identification will be retained. 
All candidates should provide two references. Permission should be sought prior to including any 
referee on your application form. Shortlisted candidates may have their references taken-up before 
any interview – unless explicitly requested in your application. 
 
St. George’s is committed to safeguarding the young people in our care and we expect all our staff 
to share this commitment.  The successful applicant will be required to undergo an enhanced DBS 
check.  As an employee of the Aquinas Church of England Education Trust you are required to have 
regard to the character of the Trust and its foundation and to undertake not to do anything in any 
way contrary to the interests of the foundation. 
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OVERVIEW 

DETAILS 

 
Job Title:  Premises Assistant 
Reports to: Teacher, Senior Leadership Team and Head Teacher 
Grade: A3.1 to A3.7 
Hours: 20 hours per week; 52 weeks per year (the needs of the schools will 

require a flexible approach to reflect school opening times) 
Actual full time range:   £19,505 p.a. - £20,796 p.a.  
Accountable to:  Site Manager, Senior Leadership Team, Head Teacher 
 

Main purpose of the job  

 To provide a building maintenance service to St George’s CE Primary School. 

 To help deliver all aspects of the school's facilities management to ensure the cleanliness, health 
and safety and security of the school buildings and grounds at all times. 

 To assist the Site Manager in ensuring that all work undertaken by contractors is carried out in 
the most safe, effective and efficient manner. 

 To ensure the building is locked and alarmed at the end of each day. 
 

Summary of responsibilities and duties 

 To comply with all Health & Safety regulations and assist with ensuring the safety of all users of 
the site;  

 Carrying out various maintenance duties to ensure that the general upkeep and maintenance of 
the premises is satisfactory.  Such as:  

 Repair furniture and fittings as required;  

 Touch up and make good paintwork as required;  

 Minor plumbing maintenance and repair work;   

 To carry out minor decoration programmes as agreed with the Site Manager;    

 To carry out minor improvement works e.g. erecting shelves, notice boards, as agreed with the 
Site Manager;    

 To identify equipment and materials required to complete a task and work to ensure their 
availability;  

 To direct as instructed, site management of contractors, ensuring their presence has been 
recorded and that they adhere to all health, safety and emergency procedures. To inspect, 
monitor and record work performance for invoice purposes;   

 To help deliver consistently high standards of hygiene, cleanliness, upkeep and safety of all 
school buildings and premises.  

 To be a designated key holder with responsibility for site security when on call;  

 Respond (on a rota basis) to call outs by police and the alarm company during closure periods 
including nights and weekend in compliance with the schools Lone Working Policy;  

 To assist in the upkeep of playing fields, gardens, all weather surfaces and to ensure the 
maintenance of boundaries, footpaths, roads and rights of way within the school premises;  

 When required to act as the school's representative for clients letting areas of school premises, 
ensuring a high level of customer satisfaction and compliance with Health and Safety and other 
policies and requirements;  

 To be competent to carry out any risk assessments arising during day to day operations;  
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 To comply with the safe storage and control of any potentially harmful materials and chemicals 
used within the premises team;  

 To help deliver the safe and efficient operation of all premises-related mechanical, electrical, 
heating services and other plant, including annual PAT returns as required;   

 To carryout room changes, furniture moves and movement of deliveries as instructed;  

 To deputise for the Site Manager when instructed;  

 To take a proactive approach to all duties, assisting in the development and improvement of 
working practices and site development;  

 Working hours may change from time to time to reflect school opening times. 
 

Resources 

 To create and maintain a working area that is a pleasant, tidy and well organised working 
environment. 

 To ensure that equipment and other resources are properly cared for. 

 To take care of equipment and furniture with any damage or defects to fabric or equipment are 
reported to the School Business Manager or your line manager as appropriate. 
 

Other Duties 

 To attend meetings and training sessions as required.  

 To work in support of whole school development plans. 

 To take time to read notices, keep to deadlines and carry out your duties to the best of your 
ability. 

 Undertake any other duties commensurate with the level of the post, as required. 
 

Training 

The Trust is committed to the development and progression of all staff.  Staff are encouraged to attend 

training courses appropriate to their own and department’s needs.  These include external courses, internal 

workshops, staff meetings and departmental training.  The successful candidate will be required to undertake 

training to fulfil the requirements of the post.  

The post holder will be expected to carry out such other duties as reasonably correspond to the general 

character of the post and are commensurate with its level of responsibility.    

Safeguarding 

All school-based colleagues have the responsibility for promoting the safeguarding and welfare of children.  All 

colleagues should be aware of the school’s Child Protection and Safeguarding Policy and work in accordance 

with this document at all times.  

Variations 

This job description sets out the duties of the post at the time when it was drawn up.  Such duties may vary 

from time to time without changing the general character of the duties or the level of responsibility entailed.  

Such variations are a common occurrence and cannot of themselves justify a reconsideration of the grading of 

the post.  
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PERSON SPECIFICATION  

PREMISES ASSISTANT  

  

[a] KEY SKILLS & ABILITIES  Essential or Desirable  

Ability to provide a range of maintenance and cleaning duties  E  

Ability to identify work priorities and manage own workload, ensuring that lower priority 

work is kept up to date  

E  

Ability to act on own initiative, dealing with any unexpected problems that arise  E  

Ability to demonstrate good interpersonal skills to communicate with a range of people  E  

Able to converse at ease with customers and provide advice in accurate spoken  

English  

E  

Ability to use a computer to perform basic tasks  E  

Ability to positively participate in team meetings  E  

Ability to identify areas of self-development  D  

Ability to work effectively and supportively as a member of the school team  E  

  

[b] EDUCATION & QUALIFICATIONS  Essential or Desirable  

Clean driving license and willingness to drive the school minibus  E  

Relevant qualifications and/or experience in specialist building maintenance work in one or 

more areas e.g. carpentry, plastering, glazing, plumbing, electricity etc.   

E  

  

[c] KNOWLEDGE  Essential or Desirable  

A good understanding of the main Health & Safety Regulations, including COSHH and risk 

assessment, and how they apply in a school environment  

D  

 

[d] EXPERIENCE  Essential or Desirable  

Experience of managing contractors on site  D  

Experience of carrying out specialist building maintenance work within the reasonable 

capacity of a normal handyperson  
E  

Experience of keeping detailed work records   D  
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[e] PERSONAL ATTRIBUTES  Essential or Desirable  

Calm and flexible approach, able to respond to a dynamic environment  
E  

Willingness to participate in further training and development opportunities offered by the 

school and Trust, to further knowledge  
E  

Willingness to maintain confidentiality on all school matters    E  

  

HEALTH & SAFETY FUNCTIONS  

This section is to make you aware of any health AND safety related functions you may be expected to either 

perform or to which may be exposed in relation to the post you applying for. This information will help you if 

successful in your application identify any health-related condition which may impact on your ability to 

perform the job role, enabling us to support you in your employment by way of reasonable adjustments or 

workplace support.  

 

Using display screen equipment  X  

Working with children/vulnerable adults  X  

Moving & handling operations  X  

Occupational Driving  X  

Lone Working  X  

Working at height  X  

Shift / night work  X  

Working with hazardous substances  X  

Using power tools  X  

Exposure to noise and /or vibration  X  

Food handling    

Exposure to blood /body fluids  X  

  

 

LEVEL 3 EVALUATION SUMMARY 

Roles at this level undertake a range of administration activities drawing on previous experience. 

Roleholders  will be involved in preparing and organising straightforward functions/ information to assist in 
the effective organisation of internal and external activities.  This may include preparation of 
documentation/information following standard format/templates or running straightforward reports. 

Roleholders may make routine arrangements and bookings, and provide a basic secretarial service. 
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LEVEL 3 SKILLS AND KNOWLEDGE 

 Roleholders will require: 
 Roles require a good understanding and knowledge of relevant systems, equipment, processes and 

procedures, some of which may be relatively complex. 

 Working knowledge of relevant standard and non standard software packages. 

 Roleholders will require knowledge of a particular system and/or procedure, and be responsible for its 
day to day operation.  

 Ability to exchange varied information in writing or orally to a range of audiences 

 Ability to introduce new and appropriate systems relative to the role.  

 Proven written and oral communication, and numeracy and literacy skills. 

 Roles require accuracy and attention to detail.  

 Proven interpersonal skills. 

 Familiarity with own work priorities and those of colleagues. 

 Ability to give clear instruction and guide other staff where appropriate. 

LEVEL 3 PROBLEM SOLVING 

 Resolution of common work problems, within appropriate guidelines and procedures is the 
norm, with more complex problems referred to senior colleagues as appropriate. 

 Roleholders will receive and respond to enquiries from/to students, staff, parents and external 
agencies, judging when to pass on, or involve others, to provide an effective service.   

 Roleholders may be required to interpret information or situations and to solve varied problems 
or develop solutions or plans over the short term. 

 The role will involve working within recognised procedures which leave room for initiative. 

LEVEL 3 ACCOUNTABILITY/RESPONSIBILITY 

 The work involves undertaking a range of activities in accordance with established processes and 
procedures and may not be subject to direct supervision.   

 Roleholders may have responsibility for a specific area of work although managerial guidance is 
generally available. 

 Roleholders generally plan and organise own workload to ensure departmental workflow is 
maintained. 

 There may be a requirement to give direction to other members of staff. 

 There may involve some direct responsibility for financial resources and being accountable for small 
expenditures from an agreed budget. 

 Accountability is considered to be low. 

LEVEL 3 WORKING CONDITIONS 

 There will be a requirement to prioritise workload. 

 The roleholder may need to respond independently to unexpected problems and situations. 

 Roleholders will be expected to work within deadlines. 

 Roleholders may experience exposure to disagreeable people related behaviour. 

LEVEL 3 LEADERSHIP COMPETENCIES 

 Has a sense of purpose and commitment to the school. 

 Displays a positive and calm approach when faced with challenges. 

 Follows and values school policies and procedures. 

 Demonstrates confidence and trust. 

 Displays honesty and awareness. 

 Displays confidence in their own ability. 

 Uses sound initiative. 

 Upholds the school’s ethos and Christian values. 
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LEVEL 3 QUALIFICATIONS AND EXPERIENCE 

Either  

 VQ 2/3, standard grades GCSEs, City and Guilds or equivalent, plus typically 1 -2 year’s relevant work 
experience.   
OR 

 Typically 2+ years relevant work experience. 

 Knowledge and understanding of relevant Health and Safety, Equal Opportunities, and Safeguarding 
requirements gained through induction/on job training. 

EQUALITIES 
Ensure implementation and promotion in employment and service delivery of the Trust’s equality policy and 
statutory responsibilities. 
 
Note:  This job description is not exhaustive and will be subject to periodic review.  It may be amended 
to meet the changing needs of the school.  The post-holder will be expected to participate in this 
process and we would aim to reach agreement on any changes. 

 

BENEFITS OF WORKING WITH AQUINAS 
 

TREATING YOU AS A PROFESSIONAL...  

 
Aquinas is committed to national and local agreements affecting employment as contained in the 
Burgundy Book (Conditions of Service) for teachers and Green Book (National Joint Council) for 
associate colleagues unless superseded by statute or revised editions, or by local provisions.  This 
includes salary scales; period of notice and end of contract; maternity, paternity and adoption leave; 
leave of absence; and annual leave. 
 
 
 

HELPING YOU STAY RELAXED... 

 
Working with us gives you discounted access to a range of leisure activities. CSSC is an exclusive 
membership for public sector employees. For less than £5 a month, families and individuals can save 
much more on a range of pursuits including… 

 Free entry to 280 English Heritage sites for you and your family; 

 Cinema tickets from £5 including all top chains; 

 Reduced price days out, trips and theme parks; 

 Subsidised sports training and entry into select events; 

 Special offers on new and used vehicles; 

 Discounts in high street shops, on holidays, eating out and 
more. 

 
 
 

LOOKING AFTER YOUR WELL-BEING… 

https://www.cssc.co.uk/national-offers/english-heritage-free-entry/
https://www.cssc.co.uk/subsidies/


 

 
A flourishing fellowship: learning together with God by our side 

 
We believe well-supported, valued colleagues with a clear and shared purpose are best placed to 
provide for the emotional well-being of children in their care. Provided by 
Health Assured, our ‘Employee Assistance Programme’ is intended to help 
colleagues deal with personal problems that might adversely impact work 
performance, health and well-being. Typically support may include 
assessment, counselling and referral for individuals or their family. 
 
 


