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Job Title:
          
Lettings Assistant
Grade:
          
Grade 2 Point 3

Hours:                  
8 - 16 hours per week
Weeks:                 
Term time only 
School:  
         
Harrow Lodge Primary School
Responsible to:  
Head Teacher

Line Manager:     
Business Manager
Liaises with:        
Head Teacher & Business Manager
Main purpose of the job
To represent Harrow Lodge Primary School during out of school hours lettings, providing an efficient lettings service to organisations hiring the school premises. The service is aimed at meeting the needs of all the users of the school premises, pupils, teachers, non-teaching staff, parents, visitors and members of the community. A high level of responsibility, reliability and communication skills should always be displayed.
To facilitate lettings during the evenings and weekends.

To provide cleaning of lettings areas as required.

Main Duties
· To retain keys for the facility and maintain the security of the school and all equipment during lettings
· Opening the school prior o scheduled bookings and securing the site at the end of the sessions

· Ensuring areas relevant to the letting are set up prior to the start of the session as requested and cleared away afterwards, reporting any issues or faults with equipment or facilities as required

· To maintain cleanliness of lettings areas, ensuring all areas are left tidy and presentable at all times

· Lifting, moving and handling equipment as required

· Carrying out maintenance on school equipment as required
· Managing your own time effectively to support all bookings at the agreed times

· Ensuring site access is given to authorised hirers only, challenging trespassers if required

· Delivering excellent customer service

· Resolving customer queries or complaints, escalating as appropriate

· Compliance with school polices

Undertaking any other duties as may be reasonably requested within the competence of the post holder.
Compliance of Health & Safety

· Ensure hazards are removed 

· Ensure fire exits are accessible and firefighting equipment is correctly positioned and serviced 
· Enact Health and Safety requirements and initiatives as appropriate

General

· All employees are required to declare any conflict of interest that may arise before or during their employment

· Undergo and meet school conditions for a satisfactory enhanced DBS check
· Comply with all equality legislation, policies and procedures; 

· To have due regard for safeguarding and promoting the welfare of children and young people and to follow the child protection procedures adopted by Harrow Lodge Primary School

· Treat all information acquired through your employment, both formally and informally, in strict confidence

· To demonstrate a commitment to good customer care

· Any other duties of an appropriate level and nature will also be required

Appraisal of Performance
· 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

Additional Requirements
· To undertake any further tasks, which could be reasonably expected by the Headteacher
· To understand and apply school policies in relation to health, safety and welfare
· Attend relevant training and take responsibility for own development
· Attend relevant School meetings as required
· To respect confidentiality at all times
	 Person Specification 

	 Essential 

	 Desirable 


	Excellent customer service skills 


	(
	

	Experience of working in a school / college environment 


	
	(

	Effective communication skills both verbal and written 


	(
	

	Awareness of child protection and safeguarding policies 


	
	(

	 Working experience of health and safety legislation 


	
	(

	The ability to work alone or as part of a team 


	(
	

	 Good level of fitness to move and handle equipment 


	(
	

	Basic computer skills (Word, Excel, Email and Internet use) 


	(
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This school is committed to safeguarding and promoting the welfare of children and young people. Everybody who works for the school is expected to share and promote this commitment and to have, or acquire, the relevant abilities, skills and knowledge to carry it out.

