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Information Pack for the position of

Maintenance Technician
(tradesman in one of the following skills 
carpentry/plumbing)



The role

You’ll be at the heart of crucial maintenance across the City of London School for Girls. Your 
specialist trade can be carpentry or plumbing, but either way you’ll take on a wide range of 
repairs and projects, monitoring the school’s buildings to make sure they’re clean, secure and 
in good order.

You’ll also provide training for team members, supervise outside contractors and find ways 
to improve our customer experience as a facilities department. Delivering written reports on 
your work is also an important part of the role.

Overall, the maintenance technician will deliver the highest quality of work that consistently 
meets regulations, legislation and policy. In turn, you’ll be maintaining an environment where 
teachers and students can work to the best of their abilities. 

The main features of this role will include:

• To undertake repairs to the fabric of the building and such other work as may be 
necessary, to the highest possible standards, ensuring compliance with inspection 
standards and the listed building status of the school, while ensuring also that any work 
meets immediate and longer-term school requirements in any particular respect. 

• To compile detailed reports for the facilities manager on defects to the building fabric, 
making proposals for remedial activity, including responsibilities for in-house staff, 
contractors etc.

• Monitor maintenance activity undertaken by staff or contractors within the school where 
this falls within the school’s remit, and sign off such works or enforce corrective action 
where this is required.  

• To produce regular programmes of works in the school for repairs and other maintenance 
works and advice the facilities manager on best approaches to any such work.



Summary of responsibilities
• To monitor the school’s buildings in order to ensure they are clean, secure and in good repair, providing written reports on areas, which require remedy

• To undertake repairs and project work to a high standard without supervision, ensuring that works are competed on time

• To provide specialist expertise in a recognised trads and proovide training for team members as necessary

• To prepare and manage the implementation of the planned maintenance programme for the school team

• To supervise outside contractors as required or directed by the premises supervisor and facilities manager

• To supervise the premises team when they undertake any maintenance work for the school

• To undertake inspections to maintain security and safety of the site including reviewing fire safety relating to doors and compartmentalisation

• To undertake all work with full regard to the relevant health and safety requirements and to provide an effective response to incidents and emergencies

• To identify and analyse system improvements to provide a more effective service/better customer experience/create efficiencies, and report on these 
in a timely manner to the facilities manager

• To act as a key holder with associated responsibility for security

• As a member of the alarm call-out list be available to respond at any time out of hours (extra fee applies)

• To undertake training and development as deemed appropriate by facilities manager keeping apprised of developments in field of expertise

• To carry out any other duties appropriate to the post and as requested by the facilities manager or bursar

• Actively seek to implement the City of London Corporation’s occupational health and safety and wellbeing policy in relation to the duties of the post, 
and at all times give due regard to the health and safety of both themselves and others when carrying out their duties

• Actively seek to implement the City of London Corporation’s equal opportunity policy and the objective to promote equality of opportunity in relation 
to the duties of the post

• To undertake any other duties that may reasonably be requested appropriate to the grade



Person specification
Please find below the qualifications, experience and technical skills required to undertake this post. A presentation will be required as part of the 
interview process. 

Professional Qualifications, Education and Training

• Good standard of literacy and numeracy, as may be evidenced by good passes in GCSE English and Maths, or clear ability in these matters 
evidence in work experience.(A)

• Recognised qualification in carpentry and joinery to NVQ level 3 or above or strong evidence of equivalent knowledge acquired through 
experience (A,I,T).

Knowledge and experience required (inclusing budget holding experience if necessary)

• Good written communications skills with the ability to write clear and concise reports relaying technical maintenance matters to be 
understood by both technical and lay readers (A,T)

• Good oral communication skills, with clear abilities to deliver technical instructions or relay technical matters to both managers and fellow 
staff, taking account of the technical ability of the audience to ensure that messages and instructions are clearly understood (A,I,T).

• Excellent interpersonal skills, with the ability to obtain cooperation from staff, contractors, and other relevant parties to ensure that 
maintenance activities are able to be conducted to the highest standards with minimum disruption to the School and its services (I)

• Ability to quickly acquire understanding of an organisation and its hierarchies and stakeholders, and to develop relationships across all disciplines 
and levels, internally and externally, especially those which further the maintenance needs of the School and assist in its operation (A,I)

• Good level of proficiency in I.T. (including: Outlook, Word, Excel, and industry standard software (A,T)

• Proven customer service skills to the highest standards, and good evidence of the ability to use these to successfully enhance the 
maintenance operations of a complex multi-user institution or organisation (A,I).

• Excellent team skills, and the ability to constructively engage with staff, clients and contractors to ensure that work is undertaken to the 
benefit of all School stakeholders (A,I)

• Good time management and the ability to plan for priorities, in own work and in the wider maintenance context (A,I)

• Excellent decision-making skills and ability to use these to plan and execute maintenance work to the benefit of the organisation, its staff and 
users of its services(I)

• Good problem-solving abilities, particularly in relation to maintenance tasks and programmes(I)



Other information
Other relevant information, for example working hours or   
working environment

Rota basis

• 6.00am to 2.30pm

• 8.00am to 4.30pm

• 11.00am to 7.30pm

• Including one hour unpaid lunch break

• There will be a requirement to work overtime on occasion

• This position requires working at height from time to time



Staff development and benefits

Salary for the post is in the range £30,080 to £34,240 per annum 
plus a contractural hours payment. Salary on appointment is based on 
experience. This is a full-time permanent role.

A contributory pension scheme is available for support staff. 

The school is thoroughly committed to supporting the professional 
development of staff and we believe that staff learning is as important 
as pupil learning at CLSG.  

Annual season ticket loans, cycle loans, shopping discounts and 
reductions on ticket prices at the Barbican are among the range of 
benefits available to all staff. The school offers a free and confidential 
employee assistance helpline.



Conditions of service

The school is an equal opportunities employer.  The school welcomes applications 
from all suitably qualified persons regardless of their race, gender, disability, religion/
belief, sexual orientation or age.  

CLSG is committed to safeguarding and promoting the welfare of children and young 
people and expects all staff to share this commitment. All applicants should read the 
school’s child protection policy, which is available on the School’s website, and are 
required to declare any criminal convictions or cautions, or disciplinary proceedings 
related to young people.   

All appointments are subject to satisfactory references and checks, including 
verification of identity, qualifications and right to work in the UK, a satisfactory 
enhanced disclosure and barring service certificate, medical clearance and overseas 
checks (where applicable). Applicants should be aware that the school may approach 
any previous employer to seek a reference.    

It is a condition of appointment that employees for whom new DBS certificates are 
obtained are subscribed to the disclosure and barring update service, and give the 
school consent, whilst they remain in employment, to carry out regular checks via this 
service on the currency of their certificate.  

Once appointed, the post-holder’s responsibility for promoting and safeguarding the 
welfare of children and young persons for whom s/he is responsible, or with whom  
s/he comes into contact will be to adhere to and ensure compliance with the school’s 
child protection policy at all times. If in the course of carrying out the duties of the 
post the post-holder becomes aware of any actual or potential risks to the safety 
or welfare of children in the school s/he must report any concerns to the school’s 
designated safeguarding lead (deputy head, pastoral) or to the headmistress.   



How to apply

Kindly note that due to the recent lockdown our usual timescales for recruitment have had to be compressed. 
The school reserves the option to shortlist as applications arrive and ahead of the given closing date, so early 
application is recommended. 

To apply, please complete the application and equal opportunities forms available on the City of London 
website. The closing date is Thursday 16 December at 12 noon. You should also attach a brief covering  
letter which explains why you feel particularly suited to your chosen role and how it may fit in with your  
future aspirations.  

Important instructions for applicants

• The application form should be used to detail all relevant qualifications and provide a full, dated career 
history with explanations of any gaps in employment.

• If you have spent three months or more living or working outside the UK, you should tell us the country/ies 
and the dates of your stay.

• Space is provided in the application form to include a supporting statement. You should use this statement 
to set out clearly why you consider you are suitable and how you meet the criteria listed in the person 
specification for the post.

• The application form asks you to declare all criminal offences, including those that are spent, and any 
relationship you have to other employees of the City of London Corporation.

Note that any misrepresentation of or failure to declare information that is material to the appointment may 
invalidate an application, or lead to summary dismissal if the applicant has started in post. 

https://jobs.cityoflondon.gov.uk/
https://jobs.cityoflondon.gov.uk/


Our school and our values

City of London School for Girls is an independent day school for pupils 
aged 7-18 situated in the heart of the Barbican. Opened in 1894, the 
school provides an outstanding education for able students from all 
backgrounds, cultures and faiths. We capitalise on our location to attract 
students from all over Greater London and beyond, and give them 
access to every learning opportunity our capital has to offer.

Academic yet unstuffy, modern yet acutely aware of its history, diverse 
yet with a strong sense of identity, our school defies easy categorisation. 
This is best demonstrated by our unique geography, nestled between 
the brutalist Barbican and looming Roman walls. Ours is an intellectually 
edgy, unassuming and unpretentious environment, unshackled by 
tradition, and imbued with a relaxed excellence. This is a refreshing and 
modern place in which to work and learn.

Our values: respect, responsibility, 
resourcefulness

The three Rs of City permeate all that we do and could 
never be more pertinent:

• respect for self, others and our environment; 

• responsibility for our own independent learning and 
development, our actions and words; 

• resourcefulness which includes resilience, courage, 
creativity and aspiration. 



More about the school

family of schools supported by the City of London 
Corporation, and currently sponsors the City of London 
Primary Academy, Islington. The school is administered by 
the Corporation of the City of London.

To learn more about the school please explore   
our website. 

The school has about 800 pupils, approximately 95 of whom are 
members of the preparatory department. There are c150 girls in the 
sixth form. Entry is by competitive examination and interview at 7+, 
11+ and 16+. The school has a strong academic tradition, and virtually 
all girls go on to higher education. Approximately 20 per cent of the 
girls in the senior school are on means-tested bursaries, provided by 
livery companies, the City of London Corporation, corporate and private 
donors and the school.

Achieving academic excellence is an important part of life at City, 
but so too is the provision of a wealth of co-curricular opportunities, 
broadening students’ lives with new experiences and challenges. A highly 
supportive system of pastoral care is in place in which understanding, 
encouraging and inspiring individual pupils is fundamental. Our school 
is cosmopolitan in outlook and the staff and students make the most of 
all that London has to offer. We are committed to an active partnership 
programme, to an international outlook and to educating students to be 
the leaders of tomorrow. 

CLSG’s tradition and location create a unique atmosphere which is 
vibrant, confident and supportive. The student body reflects the diversity 
of London, and pupils commute into school from all over the Greater 
London area. Partnership is a vital part of the school culture. CLSG 
works with a number of schools within and outside the City of London.         
The school is part of the East London Consortium as well as of the 

https://clsg.org.uk/


Over the next ten years, we will build on our reputation as one of the 
country’s leading girls’ schools. We want to be a school which is not only 
known for its outstanding education, but has real influence and reach, 
which it uses to further wider educational outcomes and discourse. We 
want our school to be fun, pioneering and properly adventurous, leading 
the country in scholarly exploration, pastoral development, partnerships 
and co-curricular engagement.

Our vision is for students, staff and the wider community to find their 
space to pioneer. As well as the requirement to forge new physical space 
for the site and by being a creative, pioneering part of the post C-19 
City regeneration of space, we aim to break new educational ground and 
claim our space, in three critical ways.

Our vision: finding space to pioneer



Finding space to pioneer


