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Dear Applicant, 
 

Premises Support Officer 
 

Thank you for requesting an application pack for the above vacancy.  I do hope that the information enclosed 
will help you in your decision about applying for the post. Chatsmore Catholic High School is a successful, 
over-subscribed school, enjoying a strong reputation within the local and Catholic communities.  There are 
currently 750 students on roll (rising to 800 in September 2020) and we have waiting lists in all year groups.  
 

We are looking to review the structure of our Premises Team, which currently consists of a Premises Manager 
and a Premises Support Officer.  The Premises Support Officer works closely with the Premises Manager 
and deputises for him in his absence.   
 

It is a very varied post and we are seeking an adaptable team player with general maintenance and decorating 
skills.  Good knowledge of Health & Safety and safe working practice is essential.  Applicants will be 
presentable and have effective oral and written communication skills as well as experience of IT.  The role 
involves heavy lifting, working at height, janitorial duties and some cleaning (although we do employ a full 
cleaning team).  You should be organised and calm and able to work on your own and as part of a team.  
You will work in a busy school and should be comfortable working around young people.  You should also 
be respectful of the school’s Catholic ethos.  The Governing Body are seeking to appoint a person who is 
able to be flexible with working hours to fit in with the needs of the school.  The appointment is subject to 
satisfactory professional references, an enhanced DBS Check and Health Check and a six month 
probationary period. 
 

Working Hours 
During term-time the Premises Manager and Premises Support Officer work opposite shifts – you would be 
required to work a week of early shifts (6:30–13:00) followed by a week of late shifts (12:30-19:00).  On an 
early shift the first job is to open up the school and on the late shift you would be responsible for security after 
school hours and then the locking up of the buildings.  During school holidays, all members of the premises 
team work largely together (early starts and late finishes are not usually necessary), giving the opportunity to 
work together on projects.   
 

Please read the job profile and person specification included in the pack, which should give you more of an 
idea of the person we are seeking and what the job entails.   
 

HOW TO APPLY 
 

1 Complete the enclosed application form giving names of two professional referees (one of whom 
should be your current or most recent employer).  Please do not use an application form from 
elsewhere.  

2 Please ensure you complete your entire job history on the application form with no gaps in 
employment, even if you enclose a CV.  Please explain any gaps in employment.  

3 You are also asked to include a supporting letter outlining your relevant experiences for the post 
and how you would see yourself developing the role. 

4 Send your application by email to sbm@chathigh.co.uk  
 
The closing date for applications is midday on Monday, 10th August 2020.   Interview date Thursday, 13th 
August 2020. 
 
Yours sincerely 

 
Mr P Byrne 
Headteacher 
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