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Job Advert – Lettings Assistant

Lettings Assistant - Part-Time
Location: King Edward VI Five Ways School
Contract Type: Part Time
Hours: 2 shifts per week (Monday–Thursday TBC), approx. 8.5–9.5 hours per week TBC
Working Pattern: All year round
Salary: FTE Annual Salary £25,583 (£13.44 p/h)
Start Date: Immediately

About the Role
We are seeking a reliable and proactive Lettings Assistant to join our team on a casual, part-time basis. This is a permanent role, offering flexible working hours across 2 shifts per week (Monday to Thursday), depending on operational needs.
Working closely with the Lettings Manager, you will support the smooth delivery of lettings and facility hire services, ensuring a high-quality experience for all users.
This role involves lone working, and you will be a keyholder, responsible for opening and securing the site, including locking up and setting alarm systems.
As the role involves working in an environment with children and young people, it is subject to an enhanced DBS check, and a strong commitment to safeguarding is essential.

Key Responsibilities
· Assist in the daily operation of lettings and facility hire activities
· Support sports and recreational programmes across the site
· Maintain the cleanliness, safety, and overall condition of facilities and equipment
· Provide a welcoming and professional service to all users and visitors
· Work independently during periods of lone working
· Act as a keyholder, ensuring site security, including locking up buildings and setting alarms

Skills & Experience
· Experience or understanding of sports, leisure, or recreational environments
· Strong customer service skills with a friendly and professional approach
· Good communication skills and ability to work as part of a team
· Ability to work independently and confidently when lone working
· Reliable, punctual, and flexible with working hours
· Commitment to high standards of Health & Safety, safeguarding, security, and cleanliness

Safeguarding Statement
King Edward VI Five Ways School is committed to safeguarding and promoting the welfare of children and young people. All staff are expected to share this commitment. This role is subject to an enhanced DBS check and satisfactory references.

How to Apply
Please submit your application form to Gareth Cheadle (g.cheadle@fws.kevibham.org) no later than Friday 18th September 2026
For further information, please contact:
Gareth Cheadle – 07393 057577 – g.cheadle@fws.kevibham.org
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Headmaster: Dr S N Bird - BA (Hons), DipEd, MA (Oxon), EdD (Warwick), NPQH, FRSA, FRGS

King Edward VI Five Ways is part of the King Edward VI Academy Trust Birmingham, a charitable company limited by guarantee.
Registered No. 10654935. Registered Office: Foundation Office, Edgbaston Park Road, Birmingham B15 2UD. Registered in England and Wales.
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