Candidate Information Brochure

Maintenance and General
Assistant
Full Time, Permanent

About Sedbergh School
Sedbergh School, founded in 1525 by Roger Lupton, Provost of Eton, is an Independent Co-educational
Boarding School. The Headmaster is a member of the Headmasters’ and Headmistresses’
Conference. Set in the spectacular Yorkshire Dales National Park, the School also benefits from fast
motorway and rail access to the rest of the UK.
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. Sedbergh has its own Prep
School, located approximately five miles away at Casterton.
The Headmaster, Mr D J Harrison MA (Cantab), has overall responsibility for both Schools and is
supported by a number of senior managers. Mr Will Newman BA(Ed) MA, is Headmaster of
Casterton, Sedbergh Prep School.
The Chief Operating Officer, Peter Marshall, is responsible to the Principal and Governors for the
management of all administrative and support staff. The Chief Operating Officer 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.

The Role
It is expected that the Maintenance and General Assistant will have some knowledge of buildings
and how they are constructed, as well as a knowledge of the common defects associated with
buildings. Our ideal candidate will also have some knowledge or experience of plant and equipment,
although this is desirable and not an essential requirement. The successful candidate must, however,
be able to demonstrate that they have some experience in the area of building maintenance.

Reporting to:
The Maintenance and General Assistant will form part of the Estates Department, with day-to-day line
management being undertaken by the Clerk of Works. However, they will also work with a number of
key operational staff and have a close working relationship with other colleagues throughout the
Estates Department.

Duties and Key Responsibilities:
The duties of the Maintenance and General Assistant will be wide and varied and it is anticipated
that the duties may change from time to time. Due to the nature of the School business, there may
be a requirement for some weekend working on a rota basis.
However, the essence of the job will include the following key duties and responsibilities:

Maintenance
To look after all of the day-to-day maintenance requirements across the School buildings and
premises, to include:
Performing maintenance and light repairs throughout the School;
Assisting with occasional work on the grounds;
Painting and filling gaps or crevices (on walls etc.);
Undertaking light installation or carpentry (e.g. putting up shelves or building flat pack
cabinets);
Carrying out local repairs of equipment or appliances (prior to calling in more experience);
Assisting tradespeople with electrical, plumbing or heating repairs;
Undertaking duties as assigned or emergency tasks (e.g. gritting or shoveling snow);
Identifying and reporting the need for minor and major repairs, followed by taking action
to resolve;
Carrying out maintenance works posted on the helpdesk and as directed by the Clerk of
Works and maintenance and helpdesk supervisor;
Highlighting any perennial maintenance issues that need to be brought to the attention
of the Estates Project Manager or Facilities Manager;
Unblocking sinks, toilets and drains;
Cleaning facilities by sweeping, dusting etc. when jobs are completed;
Undertaking manual handling of furniture and equipment.

Person Specification
Proven experience as a handyperson;
Experience and understanding of safety with hardware tools and electrical equipment;
Knowledge of buildings and how they are constructed, including how to rectify minor
defects across most trades;
Basic understanding of electrical, plumbing or heating systems;
Good communication skills;
Basic Maths and English language skills (NVQ 2 preferred but not essential);
A good degree of computer literacy as an electronic hand-held device will be issued in
synchronicity with the School’s “electronic helpdesk”;
A positive attitude and a willingness to enhance their career by both in house and external
CPD (the opportunity for apprenticeships with Kendal College exists to enhance this);
Well-organised able to work unsupervised and capable of problem-solving;
Attention to detail;
Proactive with the ability to use own initiative and contribute to the Estates Maintenance
team development;
A good team player with the ability to deal with staff in a polite and courteous manner;
A full, clean driving license is essential.

Safeguarding Responsibilities
Safeguarding the welfare of children is of the highest priority to Sedbergh School. Sedbergh School
is committed to safeguarding and promoting the welfare of children and expects all staff to share
this commitment. The role holder will be expected to support this approach in the context of their
role and to adhere to and ensure compliance with the School’s Safeguarding policies and procedures
at all times.
If, in the course of carrying out their duties, they become aware of any actual or potential risk to the
safety or welfare of children in the School, the role holder must report any concerns to the School’s
Designated Safeguarding Lead or to the Headmaster.
All staff within Sedbergh School must demonstrate the willingness to participate in safeguarding
training appropriate to the level of responsibilities of their role. 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 Designated safeguarding Lead;
Attend annual in-service training provided by the School.

School Ethos & Values
All members of staff in Sedbergh School must ensure that their work, communication and
approach conform to the ethos, values and style of the School. Everyone must keep up to
date, and comply with the Sedbergh School’s Rules, Policies and procedures at all times.

Whilst every effort has been made to explain the main duties and responsibilities of the post,
each individual task undertaken may not have been identified. Employees will be expected to
comply with any reasonable request from their Line Manager to implement work of a similar
level that is not specified in this job description.

How to Apply
The HR Department is very happy to receive enquiries about the post or application process prior to
applying. Please send any enquiries to Lizzie Harrison on: eh@sedberghschool.org or call 015242
79205.
All applicants must submit a School application form giving the names of two referees. A supporting
letter and CV will also be welcome in addition. Applications may be sent electronically to:
eh@sedberghschool.org.
Diversity – the School is fully committed to the principles of equal opportunity, diversity, and
inclusion. Sedbergh School does not discriminate on the grounds of gender, disability, age, sexual
orientation, marital status or racial ethnic or national origin and applications are welcome from a
diverse range of backgrounds.
Applications will be acknowledged by email.

The closing date for applications will be Friday 17 October 2021
We look forward to hearing from you.

Sedbergh 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.
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