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Casual Lettings Assistant 


Job Description

Hours:			Zero-hour contract (as and when basis)
			Unsociable hours (evenings and weekends).
Grade:			SCP3 (£12.85 per hour)

Responsible to:	Head of P.E.



Key Responsibilities: 
The post-holder is accountable to their line manager in all matters. 
· To work as part of the letting team to assist with the hire of the school facilities that take place during the evenings and weekends, and support the school to ensure effective and efficient lettings, cleanliness, safety and security. 
· To work closely with the Head of PE and the School to ensure all the needs of lettings are met and lettings compliment, not obstruct the curriculum. 
· Welcome Hirers to our School and meet and greet upon arrival and ensure they leave on time to allow the site to be secured. 
· Erect and take-down any equipment as necessary for different bookings.
· Communicate with the Head of P.E. to ensure you are aware of jobs that need completing. 
· Proactively seek out jobs if necessary, such as litter picking or cleaning. 
· Prep areas and set-up rooms, if required, and put equipment away.
· General cleaning will be required in rooms that are hired, for example but not limited to changing rooms and WCs. 
· Open and unlock buildings that are required for use by Hirers. 
· Responsible key holder. 
· Working outside, liaising with facilities hirers. 
· Possess basic IT skills to monitor and respond to emails and work tasks that are assigned. To be able to read the SchoolHire Calendar that is the online booking system used by our hirers. 
· This list is not exhaustive and other duties may be required. 

Administration 
· Complete overtime sheets at the end of each month for any overtime and pass these to the HR department. 
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Person Specification                     

	Skills and Abilities

	E = Essential
D = Desirable
	Identified by

	
Good customer service skills

Organised and a good communicator

Able to deal with basic administration procedures

Able to work unsupervised in a busy environment for long periods including lone working

Awareness of Health and Safety Requirements within a sports environment

Physically able to move equipment to set-up / take down activities as and when required

General cleaning duties to support the running and cleanliness of the school during lettings
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Qualifications
	E= Essential
D=Desirable
	Identified by

	
First Aid at Work certificate

	
D
	
A

	Experience

	E = Essential
D = Desirable
	Identified by

	
Experience of customer orientated working environment

Experience of working in a sports or leisure environment

Lone working
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	Professional Values and Practice
	E= Essential
D= Desirable
	Identified by

	
Uphold high levels of professionalism and helpfulness and promote De La Salle as a sporting hub of excellence within the community

Be safety minded to ensure school facilities are safe and secure at all times.
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	Special Attributes required of the Candidate
	E = Essential
D = Desirable
	Identified by

	
Participate in relevant training and development opportunities

Ability to fulfil all spoken aspects of the role with confidence through the medium of English

Ability to form and maintain appropriate relationships and personal boundaries with children and young people

Supportive of the Catholic ethos of the school

Be flexible to work unsociable hours e.g. evenings and weekends
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A = Application Stage	I = Interview Stage
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