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St Thomas More RC College
 
JOB DESCRIPTION 
	 
	

	Post: 
 
	School Lettings Manager 

	Reporting to:  
 
	School Business Manager/Site Manager 

	Responsible for: 
 
	School community lettings 

	Salary Scale:  
 
	Grade E Scale Points 11-16 £25,979-£28,282 full time equivalent. 


	School Type:  
 
	The School is a Voluntary Aided secondary school for pupils aged 11–16. 

	[bookmark: _GoBack]Working Pattern: 
	The working pattern for this role is flexible.  The shift patterns are approximately 6pm – 9pm Monday to Friday and 9am to 2pm Saturday and Sunday.  However, it is not necessarily expected that the Lettings Manager will work all of those shifts.  The shift pattern will be determined upon agreement with the successful candidate and therefore overall salary calculated pro rata accordingly.   


 
JOB PURPOSE 
        
[bookmark: _Hlk113451616]Oversee and manage school lettings; oversee and manage bookings, coordinating with lettings clients, oversee and manage the facilities during letting bookings.   
 
KEY TASKS: 
 
1. Oversee and manage the facilities for out of hours lettings.  
2. Oversee and manage the lettings booking system and email account and liaising directly with clients over their requests 
3. Liaising with lettings clients to ensure accurate bookings  
4. Tracking and monitoring lettings income and associated budgets  
5. Act as a designated key holder and be responsible for the school premises and be responsible for the routine and non-routine (emergency) closing of the premises.  
6. To report trespass, theft or unauthorized parking of vehicles to the Business Manager.  
7. Ensure that buildings and the site are secure, taking remedial action if required.  
8. Ensure that the lettings diary is up to date, accurate and shared amongst relevant parties. 
9. Ensure a smooth and seamless running of the STM lettings provision 
10. Liaise with the School Finance Team as required to ensure appropriate and accurate billing of letting bookings 
11. To update and maintain the school website with respect to lettings. 
12. To have a continuous improvement approach to all processing, making suggestions for improvements/refinements to the current working processes as appropriate. 
13. Such other duties as reasonably correspond with the general character of the post and are commensurate with its level of responsibility. 
 
WIDER RESPONSIBILITIES 
 
· Undertake general porterage duties related to lettings or school events, including moving sports equipment within the school ensuring the effective set up and take down of lettings equipment 
· Perform duties in line with health and safety regulations (COSHH) and act where hazards are identified, reporting serious hazards to the Business Manager/Site Manager immediately.  
· Undertake regularly health and safety checks of buildings, grounds, fixtures and fittings (including compliance with fire safety regulations) and equipment, in line with other schedules.  
· Adhere to the school, local and national authorities’ guidelines and exercise professional discretion at all times.  
· Be aware of, and comply with, policies and procedure relating to child protection, health, safety and security, confidentiality and GDPR regulations, reporting all concerns immediately to an appropriate person.  
· Participate in training and other learning activities and performance development as required.  
· Contribute to the overall ethos/work/aims of the school.  
· Attend relevant meetings as required.  
· To maintain confidentiality.  
· To undertake First Aid and Fire Warden training and act in those capacities upon qualification 
· The role of Lettings Supervisor requires periods of physical effort such as lifting, bending and stretching as well as using tools and equipment.  
· Work is occasionally exposed to conditions that are generally unpleasant; hot, cold, wet, noisy, dirty or that involve some measurable physical risk 
 
OTHER DUTIES AND RESPONSIBILITES (Generic to all posts) 
 
· To promote the School as an inclusive institution which celebrates diversity and engages all learners and staff. 
· To support the ethos of the School 
· To comply with all relevant School policies and procedures, including those relating to Health and Safety 
· To undertake relevant CPD as agreed with line manager and to attend relevant meetings 
· To support the School links with the community

This post is subject to the enhanced level of Disclosure 
 
This job description sets out the main duties and responsibilities of the post and each individual task may not be identified.  The post holder will be expected to undertake such other duties as reasonably correspond with the general character of the post and are commensurate with its level of responsibility. The job description may, in consultation with the post holder, be changed to reflect changes to the post. 
 

 School Letting Manager Person Specification  
 
	QUALIFICATIONS AND TRAINING 
	

	Essential 	 
	Evidence 

	To have English and mathematics Grade C/4+ GCSEs or equivalent in literacy and numeracy 
	AF + R 

	To show evidence of continuous and relevant professional development. 
	AF 

	Desirable 
	 

	To have work place experience of IT packages such as word/excel/outlook 
	AF 

	RELEVANT SKILLS AND EXPERIENCE 
	

	Essential 
	 

	To have experience working within a team in an autonomous role 
	AF 

	To have recent experience in public or private sector administration 
	AF 

	To have experience working with Microsoft Office applications 
	AF 

	To demonstrate the ability to monitor and comply with appropriate controls and processes.  
	AF 

	To demonstrate excellent verbal, organisational and written communication skills. 
	AF + I 

	To have a critical attention to detail 
	AF 

	To be committed to the importance of confidentiality and the requirements of GDPR. 
	AF 

	Desirable 
	 

	To have experience of working with a school or public sector organisation 
	AF + I 

	To have experience of working with charitable groups or community organisations  
	AF 

	 KNOWLEDGE AND UNDERSTANDING 
	

	Essential 
	 

	To demonstrate excellent interpersonal skills with ability to maintain strict confidentiality. 
	I 

	To show initiative and ability to prioritise one’s own work and that of others to meet competing deadlines.  
	AF +I 

	To display resilience and the ability to manage in high pressured environments. 
	I 

	To be able to follow direction and work in collaboration with Senior Management. 
	I 

	To be able to work flexibly, adopt a ‘hands on’ approach, and respond to unplanned situations. 
	AF + R 

	OTHER SKILLS 
	

	Essential 
	 

	To be self-motivated and passionate about the delivery of a quality service. 
	AF + R + I 

	To demonstrate commitment to the highest standards of child protection. 
	AF + R + I 

	To recognise the importance of personal responsibility for health and safety. 
	AF + R + I 

	To have a commitment to continuing professional development. 
	AF + R + I 

	To believe in equality and celebrate diversity.  To be committed to inclusion and the right for all to fulfil their potential. 
	AF + R + I 

	To be willing to embrace change. 
	AF + R + I 

	To show a commitment to upholding the Schools vision and values. 
	AF + R + I 

	To demonstrates professional and personal integrity. 
	AF + R + I 
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