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Bobby Moore Academy


Bobby Moore Academy is an all through school, providing a world-class education for the children of east London. A school characterised by ambition and drive it is transformational in its impact on their life chances and we all as a community stand firm in our belief that; 

We are the drivers of social mobility.
We address social injustice head on.
We are architects of aspiration.
We are unrelenting in our focus on academic achievement.
Our expectations are uncompromising.
We craft good character.
We are custodians of the ‘master key’

We are situated across two iconic sites on the Queen Elizabeth Olympic Park, and our Secondary phase is now heavily oversubscribed. We are building partnerships with the new East Bank development, including the BBC, UCL, V&A East which is bringing incredible opportunities to the young people of East London.

Since the school was founded in 2017, we have set ambitious academic standards backed up by exciting enrichment opportunities, whilst nurturing and caring for the wellbeing of every child. At capacity, our two sites will accommodate over 1500 pupils, including a Sixth Form. 
Built on the legacy of the 2012 London Olympic and Paralympic Games we enjoy world beating facilities including a competition standard 400m running track, full size football pitch and field events space, Astro-turf pitch, and state of the art classrooms and school buildings.  Taking leadership inspiration from our namesake and the 1966 World Cup winning team we are inspired to generate transformational change for the young people in our care. 
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About the David Ross Education Trust

The David Ross Education Trust (DRET), of which the Bobby Moore Academy is part, has a passionate belief that by offering young people an outstanding range of opportunities they will discover what they can excel at and thus transform their life chances.

Such an ethos demands that at Trust and individual school level, we bring together best practice from across the independent and state sectors, to ensure high expectations and outcomes for pupils. In practice, this ethos is driven through four core values, the rules by which our community will thrives:
· Aspiration – Always aiming high
· Ambition – Being the best we can be
· Courage – Nothing holds us back
· Respect – Always leading by example
We are an equal opportunities employer, and as with all roles within Bobby Moore Academy, we welcome and strongly encourage applications from candidates representing ethnically diverse communities.

Benefits of working at Bobby Moore Academy
· World-class facilities
· Comprehensive training, coaching, and mentoring available. We are a school that is
· passionate about the science of learning and implementing evidence-informed practice
· Supportive working culture
· Competitive salary
· Free staff gym on site
· Interest free loans for season tickets and bicycle purchase
· Access to the London Marathon Community Track
· Local staff discount at the View Tube café
· Opportunities to attend Park events
Job Purpose


To be responsible for the safety of lettings customers and security of the campus, ensuring site is left tidy, secure and alarmed at each shift end. To facilitate the growth of academy lettings. To manage and coordinate Lettings Officers.

To support the operational management of the Academy site out of hours, including site inspection, minor maintenance tasks, health and safety compliance and ensuring the facilities is fully operational for both the Academy and community use. 
Main areas of responsibility



To ensure the security of the academy and to provide excellent service to all internal and external lettings.  

Each academy is organised differently, and any combination of the duties below will be in accordance with the specific requirements of the academy.
The duties listed below are not exhaustive and other similar duties commensurate with grade and responsibilities may be undertaken and are not excluded simply because they are not itemised.
· To organise and manage the Lettings Officers to ensure shifts appropriately cover all bookings
· Look to create marketing to increase the number of bookings on site
· To organise the replacement of any broken or poor equipment and re-marking of court lines.
· To ensure the site is appropriate for all scheduled bookings, presenting it as clean and tidy along with any required equipment
· Be the first point of contact on School Hire for any customer queries or requests
· [bookmark: _Hlk220505229]Manage all customer bookings and new enquiries to hire the academy facilities
· Provide excellent customer service, making the academy the heart of the local community
· Work with the Lettings Development Officer to promote empty booking slots and facilitate the growth of academy lettings
· Patrol site to ensure campus is safe and secure and take remedial action if required
· Act as the designated point of contact and key holder for the academy premises
· Operate systems such as heating, cooling, lighting and security when required
· Perform duties in line with health and safety regulations and act where hazards are identified, report serious hazards to line manager immediately
· Facilitate lettings and carry out associated tasks, in line with local agreements
· Undertake regular health and safety checks of buildings, grounds, fixtures and fittings, (including compliance with fire safety regulations) to ensure the continued safety of occupants. This includes ensuing access routes, exit gates and fire points always remain clear and compliant.
· To open facilities at least 15 minutes prior to the start of any lettings
· There may be the requirement to clean facilities between lettings as and when required. Emptying bins and litter walks as required
· Ensure that all the equipment is safe to use and to ensure that all equipment is being used safely and correctly
· Ensure facilities are of a high standard of cleanliness before and after all lettings 
· Supporting the overall presentation and operational readiness of the Academy site and facilities, ensuring both internal and external areas are maintained to a high standard. 
· Carry out routine site inspections to identify maintenance and security concerns and report findings appropriately.
· Undertake basic site maintenance and minor repairs where appropriate and within competency levels. 
· Assist with the preparation and set up of the Academy spaces for school events, examinations, performance, graduation and other school-based community events. 
· Monitor contract access and supervise works carried out on site during out-of-hour period where required. 
· All equipment to be returned to its storage space after every letting and facilities ready for school use the following day
· Ensure the site is shut down at the end of all lettings
· Monitor site usage, ensuring all lettings align with the terms and conditions set out
· Monitor income and ensure all bookings are paid for and report termly income and expenditure reports
· To ensure all hirers provide relevant documents ahead of their booking
· Work with the Academy Operations Manager to recruit, train, and manage additional site letting staff
· Organise and manage the lettings timetable to ensure all shifts are covered
· Work alongside the Academy Operations Manager to ensure the site is appropriate, accessible, and sufficient for external lettings and bookings
· Liaise with hirers regarding any changes to bookings in a timely manner
· Ensure the site hours are open to maximum capacity and in line with any bookings made
· Managing the order, replenishment of and maintenance of any additional catering facilities, including vending machines and cafes, where in place
· Be part of a scheduled team rota in responding to alarm activations, emergencies, incidents or unexpected site issues outside normal working hours. 

Knowledge / Skills / Expertise
· Confident communicator, comfortable engaging with the public
· Highly organised with the ability to manage and coordinate others
· Ability to identify site maintenance concerns and prioritise appropriate remedial actions
· Working knowledge of site operation, facilities and health and safety practises with an educational environment
Safeguarding

· Committed to promoting the welfare of all children and creating a safe environment in which children can learn; considering, at all times, what is in the best interests of the child. 
· Play an important part in the wider safeguarding of children – identifying concerns, sharing information and taking prompt action to safeguard and protect them.


Whilst every effort has been made to explain the main duties and responsibilities of the post, each individual task undertaken may not be identified.

The duties of this post may vary from time to time without changing the general character of the post or level of responsibility entailed.

The Trust will endeavour to make any necessary reasonable adjustments to the job and the working environment to enable access to employment opportunities for disabled job applicants or continued employment for any employee who develops a disabling condition.

This Job Description is current at the time of printing but will be reviewed on an annual basis and, following consultation with you, may be changed to reflect or anticipate changes in the job requirements which are commensurate with the job title and grade.

This post requires an Enhanced DBS Clearance check.




Person Specification


	
	Essential 
	Desirable 
	Assessed 

	Qualifications and Professional Development 
	
	
	

	· Educated to GCSE level
	x
	
	

	
· First Aid Trained 

	
	x
	

	· Fire Marshall Trained
	
	x
	

	Experience 
	
	
	

	· Experience in dealing with regular system inspections such as heating and security; and the organisation of emergency repairs or decisions on planned maintenance

	
	x
	

	· Stock control of designated equipment and materials
	
	x
	

	· Experience working within a school, leisure facilities or community venue environment. 
	
	x
	

	· Experience of open, closing, securing and operating a multi-use site or premises.
	
	x
	

	Skills and Knowledge 
	
	
	

	· Knowledge of policies and procedures for security, alarm systems, health and safety, minor repairs & maintenance. 
	
	x
	

	· Knowledge and expertise in minor maintenance and repair
	
	x
	

	· Basic computer skills and knowledge of bespoke lettings software 
	
	x
	

	· Ability to manage a Lettings team and provide direction and prioritisation of site tasks
	
	x
	

	· Basic knowledge of building compliance checks, site security procedures and emergency evacuation processes. 
	x
	
	

	Personal Qualities and Ethos 
	
	
	

	· Requirement to operate and use tools and equipment and to undertake general porterage duties
	x 

	
	

	· Requirement to undertake tasks both indoors and outdoors which may include cleaning, minor repairs in toilet areas; dealing with spillages, waste collection etc
	x 

	
	

	· Competent in the exchange of information with academy staff and external stakeholders.
	x
	
	

	· Meet customers’ requirements as part of customer care for lettings.
	x
	
	

	· Demands high standards and expectations
	x
	
	

	Equal Opportunities 
	
	
	

	· A commitment to promoting equality and diversity, providing an inclusive and co-operative environment in which all students and individuals working for and on behalf of the organisation feel respected and able to give of their best. 
	· 
	
	

	Safeguarding 
	
	
	

	· Committed to promoting the welfare of all children and creating a safe environment in which children can learn; considering, at all times, what is in the best interests of the child. 
	· 
	
	

	· Play an important part in the wider safeguarding of children – identifying concerns, sharing information and taking prompt action to safeguard and protect them.
	· 
	
	

	· Aware that the Trust will take all steps to prevent those who pose a risk of harm from working with children. Recruitment procedures ensure rigour in identifying and rejecting people who might abuse children.
	· 
	
	

	Health and Safety 
	
	
	

	· Aware of Health & Safety and Safeguarding as appropriate to role
	· 
	
	


























[image: ][image: ]The academy is committed to safeguarding and promoting the welfare of children and young people and expects all staff to share this commitment.
How to Apply

For more information, please visit www.bobbymooreacademy.co.uk

If you would like to discuss this opportunity further, in confidence, or to arrange a visit please contact the Academy Operations Manager, Theresa Merchant Hall, via principal@bobbymooreacademy.co.uk

To apply please visit www.dretjobs.co.uk 

Thank you for your interest in our school. We look forward to receiving your application.
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