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FOR GUIDANCE PURPOSES ONLY
Please refer to the school for further details

London Borough of Havering 
Social Care & Learning Directorate

Benchmark Job Profile

Job Title:


Lettings Assistant
Grade:



3


Staff Managed (if any):
None

Job Purpose and Context
A Lettings Assistant will provide an efficient lettings service out of school hours 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.

The main responsibilities of a Lettings Assistant will usually include:

1. Site Security

2. Cleaning

3. Heating

4. General Duties

Additional letting hours maybe during the school week and weekends
Roles and Responsibilities
The post holder must, at all times, carry out his or her duties and responsibilities in accordance with the aims of the school and in such a manner as to enhance the good reputation of the school.

Site Security

Whilst on duty to ensure the school premises and equipment are safe and secure at all times by: -

· Opening and securing school premises out of school hours at the appropriate time.
· Reporting breaches of security.

· Reporting cases of illegal entry to the police.

· Securing valuable items of equipment left unsecured.

· Ensuring external/internal security lights are operating.

· Preventing trespass, including challenging identity of unknown persons.

· Ensuring that unauthorised parking of vehicles does not occur.

Cleaning

Whilst on duty to ensure the cleaning of the school and grounds and removal of rubbish at all times: -
· To ensure that graffiti, spillage, vomit etc., are removed promptly.

· To ensure that toilet paper and soap are replenished as appropriate.

· To ensure all rubbish is collected and placed in appropriate bins

· School premises are left in a fit state
Heating

Whilst on duty to ensure the school is heated/cooled in a satisfactory manner

General Duties

· To ensure that premises are in a satisfactory state prior to the letting.

· To be on the premises to meet the hirer.

· To inspect the premises after lettings, reporting any incidents of damage.

· To reinstate any hired area.

· To help set up any equipment needed during the letting that belongs to the school – reasonableness must apply.

· To carry out security patrols needed during the letting.

· To check trailing leads and cables.

· To report all electrical faults, arcing, switches etc., and taking such emergency action as necessary.

· To report defective electrical items.

· To report any dangerous or hazardous occurrences, taking appropriate action.

· To clear and remove offensive substances left in school grounds e.g. by dogs and cats.

· The above tasks and additional tasks to be undertaken in compliance with the school’s Health and Safety Policy.

· To be “on call” during working hours on the school premises and to carry a radio to assist location when needed.

1. To take appropriate action to identify, evaluate and minimise any risks to health, safety and security in the immediate working environment and to report health, safety and security concerns to the school keeper

2. To work in accordance with the values, culture, ethos, equalities and inclusion policies of the school proactively promoting anti-racist, anti-sexist and anti-discriminatory behaviours in the day-to-day operation of the job.

3. To complete school based induction and any subsequent training required to improve performance.

4. To take part in the school performance management system, including attending meetings where necessary

Notes:

1. The authority expects its employees to work flexibly within the framework of the duties and responsibilities specified above. This means that the postholder may be expected to carry out work that it not specified in the job description but which is within the remit of the duties and responsibilities.


2. This is a new job description for a new post. It will be subject to review with the postholder after one year and may then be reviewed from time to time

London Borough of Havering 
Social Care & Learning Directorate

Lettings Assistant 
Benchmark Person Specification

	Skills and Abilities
	Essential
	Desirable
	Assessed By

	Ability to organise one’s own work, to prioritise tasks and keep to deadlines
	(

	
	Application & interview

	Ability to work independently and support the work of the team
	(
	
	Application & interview

	Ability to be flexible and respond effectively to the ‘unexpected’
	(
	
	Application & interview

	Ability to communicate and interact effectively with adults 
	(
	
	Application & interview

	Ability and willingness to carry out the instructions of supervisors and managers
	(
	
	Interview

	Displays commitment to the protection and safeguarding of children and young people
	(
	
	Application & interview

	Knowledge
	
	
	

	An understanding of basic health, safety and security issues in schools
	(
	
	Interview

	An understanding of the various cleaning methods and techniques
	(
	
	Application & interview

	An understanding of basic cleaning chemicals and products and their appropriate use in accordance with the COSHH regulations
	(
	
	Application & interview

	The know-how to assess and carry out minor repairs and maintenance
	(
	
	Application & interview

	Has up-to-date knowledge of relevant legislation and guidance in relation to working with, and the protection of, children and young people
	(
	
	Application & interview

	Qualifications and Experience
	
	
	

	Willingness to successfully complete the range of training relevant to the job
	(
	
	Interview 

	GCSE at level A – C in English and mathematics or equivalent
	
	(
	Application 

	GCSE CDT at level A-C
	
	(
	

	Six month’s work experience, on a voluntary or paid basis 
	
	(
	Application & interview

	Willingness and motivation to develop own skills and work towards NVQ Level 1 Cleaning and Support Services (Cleaning Building Interiors)
	
	(
	Interview
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