
 

 

 
 

 

 

IAPS Co-educational Boarding School (3 - 13) 

 

Candidate Information Brochure 

Prep School Secretary 
Fixed-term, maternity cover for May 2021  

 
 



 

 

 

 

 

 

 

 

 

 

 

About Sedbergh School 
 

Sedbergh School, founded in 1525 by Roger Lupton, Provost of Eton, is an Independent Co-educational 

Boarding School. The Principal is a member of the Headmasters’ and Headmistresses’ Conference and 
the Headmaster of the Prep School is a member of the Independent Association of Preparatory 

Schools. Set in the spectacular Yorkshire Dales National Park, the School also benefits from fast 

motorway and rail access to the rest of the UK. 

 

A co-educational day and boarding Prep School, Casterton, Sedbergh Prep School (CSPS) is thriving, 

thanks to the calibre and commitment of its staff. Located on the Cumbria, Lancashire and North 

Yorkshire borders, on a beautiful site separate to that of the Senior School, CSPS is a busy school with 

a strong community, where opportunities abound both inside and outside of the classroom.  

 

The School is a vibrant, demanding and supportive community which encourages pupils and staff to 

be involved in as broad a range of activities and interests as possible. Art, Drama and Music are 

especially strong, and the School has a national reputation for Sport. 

 

The Headmaster, Dan Harrison, has overall responsibility for both Schools and is supported by a 

number of senior managers.  The Chief Operating Officer (COO), Peter Marshall, is responsible to the 

Headmaster and Governors for the management of all the administration and support staff. Will 

Newman BA(Ed) MA, is the Headmaster of Casterton, Sedbergh Prep School. 

 

The COO has responsibility not only for the finances of the School, but also for the extensive land and 

buildings, maintenance department, grounds & gardens, catering, housekeeping & domestic staff and 

all other support staff, as well as running the commercial trading arm of the School, Sedbergh School 

Developments Limited. 

 



 

Prep School Secretary 
 

This is a vital position within the Prep School, and the successful candidate will play a crucial role in 

ensuring a smooth, friendly and professional secretarial and administrative service, in support of the 

Prep School Front Office.   

 

The successful candidate must be able to work as part of a busy team, receiving visitors in a 

professional and courteous manner, and have a warm rapport with parents and children alike. 

 

Our ideal candidate will have excellent secretarial and IT skills, yet also be able to act as the first point 

of enquiry for pupils, including ‘first triage’ for any pupil reporting unwell or injured, at the occasional 

times when the medical room might be unmanned.   

 

The role will be part-time, term time only, working 20 hours per week (0.4 FTE) to cover the current 

postholder’s maternity leave. 

 

The Prep School Secretary will report directly to the Headmaster’s PA, but a close working relationship 

with all staff (academic and support) is essential to the position, as is the ability to interact with 

children. 

Duties 
 

Main Office 

 

Secretarial 

 

 Creating formal letters and undertaking data management tasks, as requested; 

 Opening the School mail and distributing it appropriately; 

 Record keeping and administration; 

 Creation and maintenance of accurate and current lists for purposes of: 

o Fire evacuation and drills 

o De-registration 

o School bus routes 

o Recharge sheets for extra meals 

 Creating files for new pupils and ensuring pupils’ files are complete and kept updated; 

 Collecting vaccination forms and collating lists of supplies for the Medical Team; 

 Ordering stationery, academic supplies, photocopying ink etc; 

 Producing and ensuring supply of award certificates and badges for Common Room; 

 Warmly welcoming and signing in all visitors according to the School policy; 

 Responding promptly to telephone calls in a warm and professional manner, answering queries, 

ensuring phones are directed accordingly; 

 Produce attractive documents including programmes for sporting and musical events in School;  

 Receiving deliveries and directing accordingly, ensuring the Main Office is cleared of stationery 

deliveries. 

 

 

 

 

 



 

Pastoral and Medical: 

 

 Acting as the first point of contact for pupil queries; 

 Signing pupils in and out when parents or guardians drop off or collect their children outside of 

usual timings; 

 Helping all pupils in a sensitive, patient and caring manner; 

 Acting as ‘first triage’ for any pupil reporting unwell or injured, at times when the medical room 

might be unmanned. 

 

Communication: 

 

 Ensuring that communication from parents through the School day is passed on to pupils; 

 Informing parents of changes to published arrangements and answering queries on calendar 

events. 

 

Registration: 

 

 Recording, following up and communicating pupil absence, both short and long-term. 

 

Housekeeping: 

 

 Keeping display boards tidy and updated for staff/pupils; 

 Maintaining an organised lost property cupboard and taking an active role in its return;  

 Making refreshments as required for meetings. 

 

Health & Safety 

 The Prep School Secretary must be fully conversant with the School’s Health & Safety Policy and 

report any breaches of the policy to their Line Manager. 

Hours of Work 

The hours of work will be 09.00 – 14.00 Monday to Friday, term time only. The start time may change 

to 08.00, so the successful applicant must be able and willing for hours of work to be changed to reflect 

a 08.00 start. 

 

Some flexibility may be required around working hours and the role may involve some weekend 

working to assist with School events.  

 

 

 

 

 

 

 

 

 



 

Person Specification 
  

 
Qualifications & Experience 
 
 Secretarial experience; 

 Experience of working in a busy office 

environment is highly desirable; 

 A current St John’s Ambulance First Aid 
qualification would be an advantage, 

however, full training will be provided; 

 A high degree of computer literacy, 

particularly with the Microsoft Office suite of 

programs; 

 Experience of data management and 

confidence in using associated programmes, 

such as Excel; 

 Experience within the education sector would 

be an advantage, but is not essential; 

 Experience with school information 

management systems (such as iSAMS) would 

be an advantage, but is not essential.  

 

 

 

 

 
 
Professional & Personal Attributes 
 

 Strong organisational skills and good time-

keeping;  

 The ability to multi-task is essential, as is 

the ability to cope with competing 

demands and prioritise workloads; 

 Excellent numeracy and communication 

skills; 

 Excellent literacy and grammar with the 

ability to confidently set out and write a 

formal letter; 

 The ability to work accurately, with a high 

level of attention to detail; 

 Respectful of the importance of 

confidentiality; 

 The ability to deal with issues as they arise 

and be confident in providing first aid 

when required; 

 A sociable nature: someone who enjoys 

working with people being warm, patient, 

tactful, diplomatic and approachable; 

 A smart appearance is imperative. 

 



 

Safeguarding Responsibilities 
 
 

Safeguarding the welfare of children is of the highest priority to Sedbergh Preparatory School. Every 

employee of the school has a responsibility to: 

 Protect children from abuse; 

 Be aware of the School’s safeguarding procedures; 

 Know how to access and implement the required procedures; 

 Keep a sufficient record of any significant complaint, conversation or event; 

 Report any matters of concern to the Safeguarding Officer; 

 Attend annual in-service training provided by the School. 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

Application & Selection Process 
 

The HR Department is very happy to receive enquiries about the post or application process prior to 

applying. Please send any enquiries to hradmin@sedberghschool.org.  

 

All applicants must submit an application form giving the names of two referees. A supporting letter 

and CV will be welcome. Applications may be sent electronically to: hradmin@sedberghschool.org, or 

in hard copy to: HR Department, Sedbergh School, Sedbergh, Cumbria, LA10 5RY. Applications will be 

acknowledged by email.  

 

The interview process will include: 

 A formal interview 

 An observed working interview/trial/observed of interaction with pupils 

 A safeguarding and behavioural interview with the HR Department  

 Excel and Word assessments/tasks 

 

The closing date for applications will be 5.00pm, Friday 23 April 2021. 

 

Interviews are planned for the week commencing Monday 26 April 2021.  

 

Please note: early application is advised as an appointment will be made upon finding a suitable 

candidate. 

 

We look forward to hearing from you 

 

 

 

 

 

 

 

 

 

 

 

 

Casterton Sedbergh Prep School is committed to safeguarding & protecting the welfare of children. 

Applicants must be willing to undergo child protection screening appropriate to the post, including checks with past employers 

and The Disclosure and Barring Service. 

 

Registered Charity No 1080672 
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