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Lettings Officer Person Specification

	ESSENTIAL
	DESIRABLE

	· Committed to safeguarding the welfare of young people
	A   I
	
	

	· Satisfactory enhanced DBS disclosure
	
	
	

	Training, Experience and Qualifications
	Training Experience and Qualifications

	· Experience working in a customer focussed environment
	A
	· Experience in a similar role within an educational organisation
	A   I   R

	· 
	A   I   R
	· A recognised First Aid qualification or a commitment to obtaining one once in post.
	A   I   R

	Knowledge and Understanding 
	Knowledge and Understanding

	· Ability to communicate verbal effectively with people of all ages and abilities.
	A   I   R
	· A thorough practically based understanding of premises maintenance issues
	A   I   R

	· 
	A   I   R
	· An understanding of health, safety and security issues and relevant legislation affecting schools
	A   I   R

	Professional Skills and Abilities
	
	
	

	· Effective communication skills both written and oral to both internal and external stakeholders
	A   I   R
	· Good organisational skills, including planning, prioritising and working to deadlines
	I   R

	· Strong attention to detail required
	A   I   R
	· Ability to use own initiative, develop new ideas and broker new relationships.
	I   R

	· An ability to establish good working relationships
	A   I   R
	· 
	

	· A sense of humour and a can-do attitude
	I   R
	· 
	

	· Ability to work flexibly to suit the needs of the school
	I   R
	· 
	



Key:  A = Application     I = Interview     R = Reference
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