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CHICAGO JESUIT ACADEMY




Job Description for the Facilities Assistant
The Facilities Assistant provides support to the Director of Facilities and general operational and programmatic support to the faculty, staff, students and families of Chicago Jesuit Academy.  The person in this position is a staff member.  He/she reports to the Director of Facilities.  

The Facilities Assistant will:

· Act as the liaison with the meal provider and coordinate the daily distribution and clean up of students’ breakfast, lunch and/or evening snack.

· Oversee the opening of the building at the start of the day and conduct a sweep of the property.

· Complete building maintenance including minor repairs, painting, cleaning, trash removal, landscaping and snow removal.  Respond to staff maintenance requests.
· Set up meeting space for school functions.
· Maintain the Academy’s minibus by making certain that it is regularly fueled and serviced.

· Assist in I.T. maintenance.

· At the discretion of the Director of Facilities, manage defined projects with students and/or outside volunteers such as campus clean-up days and student service-learning initiatives.

· Enhance the Jesuit identity and mission of Chicago Jesuit Academy through his/her work.

· Support the Academy’s development efforts by sharing his or her work with friends and benefactors who support the scholarship needs of Academy students.

The successful candidate will view education as a fundamental civil right and believe in an education that provides cura personalis, or personal care in the Jesuit tradition, for a student’s whole person. This person will be self-motivated, organized, disciplined, compassionate and open to growth.  He/she will also possess a good sense of humor and strong interpersonal skills which result in effective relationships with a broad variety of people. Excellent organizational skills are necessary for success in this job.  Tutoring experience, past leadership responsibilities and an undergraduate degree are preferred.

Cover Letter and Resume Due:
ASAP

Projected Start Date:

15 June 2009


Submissions and Inquiries to:
Dr. Kevin Zajdel, Principal






Chicago Jesuit Academy






at Resurrection Campus

5058 W. Jackson Blvd.






Chicago, IL 60644






zajdel@cjacademy.org
Mission Statement:  Chicago Jesuit Academy is a full-scholarship, college preparatory, Jesuit, Roman Catholic middle school for young men from modest economic backgrounds. The Academy is distinguished by small classes, an extended academic day and a longer school year to prepare students for success in college prep high schools, universities, and positions of community leadership.  Chicago Jesuit Academy helps students develop as young men who are open to growth, religious, intellectually competent, loving, and committed to doing justice in the service of others, in accord with the Jesuit mission and tradition. The school’s success in its mission is made possible by the disciplined sacrifices of our students, parents, faculty, staff, volunteers and benefactors.
