Job Description 
	Job Title
	Lettings Assistant

	Grade
	£11.71 an hour plus 12.07% holiday pay

	Reports to
	Site Manager / Headteacher 

	Responsible for
	N/A

	Liaison with
	Other caretaking staff, Head teacher and other staff as appropriate, users of the premises, the public, contractors, and other agencies.


	Job Purpose
	To contribute to the smooth running of the Academy by overseeing, and  being present during, the use of the premises during the evening, weekends or public holidays (as appropriate) and undertaking relevant duties associated with this use of the premises.

	Duties
	Any or all of the following duties may be reasonably undertaken in connection with letting work, as directed by the Head teacher or Site Manager.

· To attend and carry out security and any safety procedures for the buildings and grounds, including routine and non-routine opening of premises and grounds and reception of visitors.

· To undertake caretaking duties e.g. gardening or painting while maintaining the safety of the premises

· Promoting the facilities for hire.
· Setting out reasonable equipment and/or furniture and undertaking minor cleaning related to the use of premises.

· Operating the heating plant so that required temperatures are maintained in the premises and that an adequate supply of hot water is available.  Carry out frost precaution procedures.

· Report any problems/issues arising from the use of the premises including drawing attention of the Head teacher (or other appropriate line manager) as appropriate, any issues relating to the use of the premises which may need attention (e.g. repairs and maintenance, conduct of users etc.,)

· At all times to carry out duties in accordance with health and safety requirements.

· Such other duties appertaining to the use of premises as may be necessary from time to time in accordance with established local practice or within the reasonable requirements of the Head teacher.

· The duties may be varied by the Headteacher and/or Governing Body to meet changed circumstances in a manner compatible with the post held. 

	General
	· To participate in the performance and development review process, taking personal responsibility for identification of learning, development and training opportunities in discussion with line manager

· To be flexible with working times and willing to assist when needed, sometimes at short notice. 
· To show initiative and deal effectively with unforseen problems as they arise
· To contribute in a positive way to the effective running of the Academy
· To comply with individual responsibilities, in accordance with the role, for health & safety in the workplace

· Ensure that all duties and services provided are in accordance with the School’s Equal Opportunities Policy

· The Governing Body is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share in this commitment. 


Lettings Assistant 
	General heading
	Detail
	Examples

	Qualifications & Experience
	Specific qualifications & experience
	Experience of cleaning and first line maintenance

	
	Knowledge of relevant policies and procedures
	Basic knowledge of First Aid



	
	Literacy
	Ability to read and write

	
	Numeracy
	Ability to count and undertake basic calculations

	
	Technology
	Ability to use cleaning products

Ability to operate security, heating plant and other routine building systems

Ability to undertake routine DIY tasks

	Communication
	Written
	Ability to complete basic forms

	
	Verbal
	Ability to exchange routine verbal information clearly 

	
	Languages
	Seek support to overcome communication barriers with children and adults

	
	Negotiating
	Ability to negotiate effectively to achieve best outcomes

Ability to manage difficult or controversial exchanges

	Working with children
	Behaviour Management
	Understand the school’s behaviour management policy   

	
	SEN
	Understand and support the differences in children and adults and respond appropriately

	
	Curriculum
	Basic understanding of the learning experience provided by the school

	
	Child Development
	Basic understanding of the way in which children develop

	
	Health & Well being
	Understand and support the importance of physical and emotional wellbeing  

	Working with others
	Working with partners
	Understand the role of others working in and with the school

	
	Relationships
	Ability to establish rapport and respectful and trusting relationships with others

	
	Team work
	Ability to  work effectively with a range of adults

Ability to work independently on own initiative 

	
	Information
	Know when, how and with whom to share information 

	Responsibilities 


	Organisational skills
	Excellent organisational skills

	
	Line Management
	Ability to supervise and monitor the work of others

	
	Time Management
	Ability to manage own time effectively

Demonstrate a flexible approach

	
	Creativity
	Demonstrate ability to resolve routine problems independently

	General
	Equalities
	Awareness of and commitment to equality

	
	Health & Safety
	Good understanding of Health & Safety

	
	Child Protection
	Understand and implement child protection procedures

	
	Confidentiality/Data Protection
	Understand procedures and legislation relating to confidentiality

	
	CPD
	Be prepared to develop and learn in the role


