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THE SCHOOL 

Brighton is one of England’s leading 

schools and the oldest public school in 

Sussex. The College comprises the Sen-

ior School, educating 1,000 pupils aged 

13–18, and the Lower School, edu-

cating 100 pupils aged 11–13. 

The Brighton College family of schools also in-
cludes Brighton College Prep School, 

St Christopher’s and Handcross Park, educating 
a further 1,150 children aged 3 to 13. Over-
seas, the College has opened Brighton College 
Abu Dhabi, Brighton College Al Ain and Bright-
on College Dubai in the UAE, and Brighton Col-
lege Bangkok in Thailand. 

 

Examination results are strong and the College 
is among the highest performing schools in 
England at GCSE and A-level. In 2018, 90.3% of 
grades at GCSE were at 9, 8 or 7 (equivalent to 
the old A* and A), whilst 99% of grades at A-
level were at A*, A or B. The last five years have 
also been the best five for Oxbridge success in 
the 168-year history of the College, with 37 
pupils securing offers in 2019. 

 

The Sunday Times awarded Brighton College 
the title of England’s Independent School of 
the Year 2019, the second time in a decade the 
school has won this accolade. The Week maga-
zine named Brighton College the ‘Most for-
ward-thinking school in Britain’ for two year’s 
running in 2017 and 2018. Tatler magazine 
awarded Richard Cairns the title of Head Mas-
ter of the Year 2012-13, and Brighton College 
was named UK Independent School of the Year 
2013- 14 at the Independent Schools Awards. 

 

 

 

 

 

In 2015, there was a full ISI inspection in which 
the College was awarded the top grade in eve-
ry single category, including an ‘Exceptional’ 
for teaching and learning. 

 

There has also been major investment in new 
facilities over the last ten years. This has seen 
the construction of five major buildings on the 
main site, a new cricket pavilion and a major 
sports hub on our Jubilee Ground site. Brighton 
has also purchased the former site of Roedean 
Junior School, allowing for the relocation of the 
Pre-Prep School, and the expansion of the Col-
lege on the main site. A new boarding house 
opened in September 2013 in the Main Quad 
which, together with a new Entrance Tower 
completed in December 2014, completes the 
original Thomas Jackson designs of the 1880s. 
A new Music School opened in January 2016, 
and a new teaching block (including 22 class-
rooms for maths, history, economics, politics 
and EAL, alongside an innovative Creative 
Learning Centre) opened in September 2017. A 
new Centre for Sport and Science is under con-
struction and is due to open in January 2020; it 
will include eighteen state-of-the-art laborato-
ries, alongside a new sports hall, 25-metre 
swimming pool, fitness centre and roof-top 
running track. 

 

Above all, Brighton is a very happy place. We 
pride ourselves on being a warm, inclusive and 
respectful community, where our staff are de-
lightful and positive and our pupils are intellec-
tually curious and charming. 

P
L
A

N
N

IN
G

 &
 P

R
O

J
E

C
T

 C
O

O
R

D
IN

A
T

O
R

 



 

4 

 

THE CITY 
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The College enjoys its location in 
Brighton, one of Britain’s youngest 
cities and one of the most vibrant in 
Europe. 

 

 

 

 

 

 

 

 

 

 

In 2017, a national survey identified 
Brighton as the ‘happiest city in the 
UK’. It is close to the beautiful South 
Downs, within easy travelling distance 
of London 

(50 minutes by train), and 30 minutes from 
Gatwick Airport. Portsmouth, Newhaven 
and the Channel Tunnel provide accessible 
links with the Continent. 

 

Brighton is also a university city, and 
the College has good links with both 
the University of Sussex and Brighton 
University. 
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THE ROLE 

The College is seeking to appoint a  

Planning & Project Coordinator. 

THE POST 

The purpose of this post is to support the Head of 

Facilities in management, coordination and imple-

mentation of a variety of maintenance, refurbish-

ment and upgrade projects for the College estate.  

The post will work with the Head of Facilities to cre-

ate work schedules, programmes and budgets for 

each project, communicating with all stakeholders to 

ensure that works are delivered to schedule and 

within budget. Experience of working in a school or 

college environment, or a sports facilities is desira-

ble.  

 

DUTIES INCLUDE 

 Working closely with the Head of Facilities to 

provide proactive and efficient project support 

and coordination for a variety of different re-

furbishment, fit-out and installation projects 

for Brighton College  

 Developing and implementing the works pro-

grammes for term time, college holidays and 

in particular the Summer Holiday shutdown  

 Working closely with the Project Team to co-

ordinate essential maintenance and refurbish-

ment works with major construction projects  

 Organising and coordinating planning 

meetings for internal stakeholders, project 

managers, external contractors, specialists, 

etc. in preparation for key projects  

 Attending planning and compliance meetings 

as a representative of the Facilities Team  

 Setting goals and objectives, defining roles and 

producing schedules and timelines for tasks in 

accordance with the needs of the various pro-

jects  

 Initiating the projects, checking feasibility and 

setting the required budgets, teams and re-

sources  

 Selection and appointment of the various con-

tractors for the projects using the appropriate 

tender process  

 Managing projects and acting as key contact. 

Coordinating the project team and internal 

and external resources to keep projects on 

track and on budget  

 Providing regular feedback and communica-

tions prior to and during projects to minimise 

disruption and keep all parties updated with 

progress  

 Issuing and controlling all appropriate legal 

paperwork (e.g. contracts and terms of agree-

ment)  

 Create and maintain comprehensive project 

documentation, plans and reports  

 Working with the Maintenance and Porterage 

teams for planning and coordination of works 

in support of the above projects and also for 

“day to day” requirements  

 Working with the Head of Facilities for pro-

curement, set-up and management of a dedi-

cated Works Management Software System 

for planned and reactive tasks for all of the 

Facilities Services  

 Develop the College asset registers for all 

plant and general equipment that is used and/

or maintained by the Facilities teams  

 Others as required in support of the Facilities 

Service  
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PERSON SPECIFICATION 

Brighton College is an exciting place to 
work, and it is our staff who make our 
community such a vibrant and stimu-
lating environment.  

 

DESIRABLE EXPERIENCE 

 Be presentable and polite  

 Hold a current full driving licence  

 Be able to adapt to change and demon-

strate flexibility and co-operation  

 Be able to take direction  

 Be able to play an active role as part of a 

team  

 Be able to work effectively unsupervised 

and complete set tasks  

 Be confident working in a fast paced envi-

ronment  

 Be self-motivated, with the ability to man-

age and organise own time and resources 

effectively ensuring deadlines are met  

 Be a good communicator  

 Be able to demonstrate effective interper-

sonal skills, be positive and approachable 

and enable others to contribute positively 

to the work team  

 Ensure compliance with Health & Safety 

legislation  

 

ESSENTIAL CRITERIA 

 A minimum of two-years in a similar role, or 

as part of a project management team  

 A qualification and/or training in an appro-

priate discipline such as project manage-

ment, building surveying, etc.  

 

HOURS OF WORK 

 8.30am – 5.00pm Monday to Friday with a 1 

hour unpaid lunch break. 

 

HOLIDAYS 

 20 days’ paid annual leave (plus Bank Holi-

days) increasing to 25 days after 2 years of 

service.  

 

SALARY 

 £26,000 – £28,000 per annum dependent 

on skills, qualifications and experience.  

 

PROBATION 

 This post is subject to a 6 month probation 

period.  

 

BENEFITS 

 Lunch will be provided while on duty during 

term time.  

 Brighton College provides a contributory 

pension scheme, which all eligible employ-

ees will be automatically enrolled into, with-

in 3 months of commencement of employ-

ment. For full details of the pension 

scheme, please contact HR.  

 Death in service benefit after successfully 

passing probation.  

 Opportunities available for on the job train-

ing and professional development.  
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Candidates should complete an online appli-
cation which is available at https://
bcollege.careers.eteach.com by Midday on 
Monday 22nd July 2019. Applications will 
be considered on a rolling basis and early 
application is therefore encouraged. Any 
enquiries about the application procedure 
should be emailed to  supportrecruit-
ment@brightoncollege.net or by calling the 
HR Department on 01273 704386. 

 

We anticipate holding interviews during the 
week of 29th July 2019, though we reserve 
the right to interview candidates in advance 
of this time.  

 

 

 

 

 

 

SAFEGUARDING AND EQUAL OPPORTUNITIES 

Brighton College is committed to safeguarding 
and promoting the welfare of children and 
young people, and expects all staff and volun-
teers to share this commitment. Any offer of 
employment will be subject to an enhanced 
DBS disclosure, the receipt of satisfactory refer-
ences, the College’s pre-employment medical 
question, relevant original ID documentation 
and examination certificates. The College un-
derstands that a robust, fair and transparent 
recruitment and selection policy plays a central 
role in achieving this aim. 

 

The College is committed to ensuring that the 
recruitment and selection of staff is conducted 
in a manner that is systematic, efficient and 
effective and promotes equality of opportunity. 
Our full equal opportunities policy is available 
on the ‘Vacancies’ link on our website. 
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THE APPLICATION PROCESS 
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ENGLAND’S INDEPENDENT SCHOOL OF THE YEAR 2019 

THE SUNDAY TIMES 

 


