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	1.  Title of Post:


	Evening Letting Worker


	2.  Accountable and Responsible to:


	The Site Manager


	3.  Grade:


	Scale 2 


	4. Main Purpose of the Job:



	1.
	The Evening Lettings Worker will be responsible for the running of evening lettings at the school site, including setting up and clearing up of equipment, monitoring during lettings and locking up at the end of the session.


	5.  Main Responsibilities of the Job:



	1.

	The security of the premises together with its contents during evening lettings.

	2.


	Ensuring that the areas relevant to the letting is set up prior to the start of the session and cleared up afterwards, reporting any issues or faults with equipment or facilities as required.

	3.


	Ensuring that after each letting, the area used is left in a safe and clean condition. 

	4.
	Ensuring the school site is locked and secure at the end of the session.


	5

	To attend to the requirements of the hirer’s of the premises for the purpose of evening and weekend lettings.

	6.


	To complete any general tidying duties on the school site as directed by the Site Manager.

	7.
	To work with the School in the development of a sustainable estate.



	8.
	Replacing consumable items.



	9.
	Setting out furniture, etc., as requested by the Site Manager.



	10.
	Where required to assist with the cleaning of internal and external glass and windows.



	11.
	Cleaning and hard floor maintenance duties in the school hall, dining room and sports areas when required.

	12.
	To uphold the reputation of the school and offering excellent customer service by welcoming customers on site and dealing with general queries and booking requests in a polite, courteous manner.

	13.
	Fire warden duties in the event of an emergency/fire.


	14.
	To have due regard to health and safety requirements when completing all duties.


	15.
	Taking reasonable care for the health and safety of him/herself and of other persons who may be affected by his/her activities and, where appropriate, safeguarding the health and safety of all persons under his/her control and guidance in accordance with the provision of Health and Safety legislation.

	16.
	Undertaking any other duties which may reasonably be regarded as within the nature of the duties and responsibilities/grade of the post as defined, subject to the proviso that normally any changes of a permanent nature shall be incorporated into the job description in specific terms.




	Person Specification


	Essential
	Desirable



	
	
	

	Excellent customer service skills
	
	Yes

	Experience of working in a school / college environment

	
	Yes

	Awareness of child protection and safeguarding policies


	
	Yes

	Working experience of health and safety legislation

	
	Yes

	The ability to work alone or as part of a team


	Yes
	

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


	
	Yes


The South Wolds Academy is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to support the school in the delivery of this.

All staff must have the right to work in the UK and will be subject to a DBS check prior to taking up appointment.
