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  Community Lettings Duty Supervisor


JOB DESCRIPTION
	 Job Title:
	Community Lettings Duty Supervisor

	Location:
	Bedford Academy with potential travel to other Trust sites

	Reports to:
	Facilities & Community Lettings Manager

	Direct Reports:
	Community Lettings Duty Officers 

	Full/part time:
	Part-time: 20 hours per week / 52 weeks

	Shift Pattern:
	x1 weekday evening shift between 5.00 and 10.30pm
x2 weekend shifts between 8.00am and 8.30pm



HEART Academies Trust is a family of academies, at the heart of the community, improving life chances for all through challenge and support. We strive to transform educational outcomes of students from a young age by providing exciting, new and different opportunities for learning and applied learning. Our overwhelming belief is that every child can be successful, both personally and academically, with early and effective help from staff that know and value them as an individual. HEART Academies Trust aims to bring about a substantial increase in the educational attainment, expectations and aspirations of all in the whole community.

Job Purpose
The Community Lettings Duty Supervisor will oversee the smooth running of community lettings within Trust schools, delivering excellent customer service to ensure that all hirers enjoy a positive experience every time they visit. Our schools offer an extensive range of excellent facilities for hire, from sports halls and dance studios to 4G football pitches, netball courts and a coffee shop. A key responsibility of the role will be to ensure that facilities are maintained to a high standard and always used safely and appropriately. Since all revenue generated is invested back into our schools for the benefit of our students, we must maximise new lettings and repeat business opportunities.

Key Responsibilities:
The following is an indicative list of duties which is not exhaustive and will be subject to review to reflect the changing work composition of the Trust.

· Overseeing community lettings sessions, ensuring the safe, secure and efficient operation of Trust facilities.
· Supervise and support Community Lettings Duty Officers on shift, allocating tasks, monitoring standards and providing coaching/feedback.
· Open, close and secure buildings and external sports facilities in line with agreed procedures, including alarms, gates and key-holder responsibilities.
· Prepare facilities for hirers (room layouts, equipment set-up and checks) and ensure spaces are returned to agreed layouts and ready for school use the following day.
· Support with the set up/take-down of venues for school events and activities, including exams.
· Deliver excellent customer service to hirers, visitors and colleagues, dealing with queries and issues promptly and professionally.
· Carry out regular site checks during sessions to ensure hirers comply with Terms & Conditions of Hire and that facilities are used safely and appropriately.
· Report on maintenance, cleaning, security and safeguarding concerns promptly via the Trust’s reporting processes, escalating urgent issues to your line manager.
· Undertake light cleaning and tidying tasks during and after hire sessions to maintain required standards of cleanliness and presentation.
· Prevent unauthorised/unsafe parking on school sites. 
· To support with the running of the coffee shop when required.  
· Provide administrative support associated with Community Lettings i.e. regularly checking School Hire, the Trust’s online bookings system, responding to telephone and email enquiries, recording incidents, completing H&S checks, preparing weekly duty rotas for the Community Lettings team and maintaining accurate records.
· Contribute to building positive relationships with all hirers including community clubs and organisations and help promote a welcoming “community first” approach.
· To attend any training and briefing sessions as required.
· To undertake any other delegated tasks as reasonably requested.

Health, Safety and Safeguarding Responsibilities:
· Work within agreed Health and Safety policies, procedures and processes including risk/emergency management.
· Comply with relevant health and safety regulations and codes of practice, with due regard for the health, safety and welfare of all premises users and visitors. 
· Record and report accidents, incidents, near misses and safeguarding concerns promptly and accurately, escalating immediately where required.
· Take the lead in ensuring fire evacuation/lockdown procedures are adhered during periods of community use, acting calmly and decisively. 
· Follow the Trust’s Lone Working procedure. 
· Promote and monitor safe working practices within the Trust.
· Meet with new clients prior to the commencement of their booking and explain important safety information.
· Ensure appropriate health and safety signs are displayed where required, hazards are removed, and fire exits are accessible.
· Replenish first aid kits and as when required. 
· Take all reasonable steps to ensure community users comply with the Health and Safety Policy and Conditions of Hire, including the enforcement of the ‘No Smoking’ policy on all Trust sites.
· Ensure that correct procedures are adopted in the event of an emergency and provide First Aid support as required. Be willing to train as a First Aider.
· This post is subject to an Enhanced DBS check and satisfactory pre-employment checks. The Trust is committed to safeguarding and promoting the welfare of children and young people and expects all staff to share this commitment.


Common Roles of All Trust Members:

Leadership: Vision and Values

· Lead by example, providing inspiration and motivation, and embody for the students, staff, governors, parents and wider community the vision, purpose and leadership of the Trust.
· To ensure equal opportunities for all.
· To be committed to safeguarding and to promoting the welfare of all young people.
· To assist in the development of a culture and environment in which young people thrive and to drive innovation.
· To drive up educational standards, promote life-long learning and continually improve outcomes for all.
· Lead and contribute to an ethos in the Trust where well-being and respect are at the heart of the Trust and each student is valued and nurtured to develop personally and educationally.

 


Leading and Managing Others and Self

· Take responsibility for the day-to-day management of designated staff.
· Develop and maintain a culture of high expectations for self and others.
· Regularly review own practice, set personal targets and take responsibility for own development.
· Actively engage in the performance review process.
· Work within the Trust’s health and safety policy to ensure a safe working environment for staff, students and visitors.
· Maintain high professional standards of attendance, punctuality, appearance, conduct and positive, courteous relations with students, parents, colleagues and visitors.
· Adhere to Trust policies and procedures.












































PERSON SPECIFICATION

Our aim is to create an outstanding Trust and our staff are expected to exemplify excellence in all that they do. We are seeking a reliable, customer-focused and safety-conscious colleague who can work calmly under pressure, communicate confidently with a wide range of community users, and supervise others to maintain consistently high standards across our facilities.

	
	Essential
	Desirable

	Knowledge and Experience
	· Experience of working in a customer-facing role, providing a high standard of service.
· Experience of working independently and making appropriate decisions, including escalating issues when needed.
· Understanding of site security, health and safety, and the need to follow procedures and risk controls.
· IT skills to use booking diaries/systems, complete online forms and keep simple records.


	· Experience of working in a school, leisure, sports centre or community lettings environment.
· Experience of supervising colleagues, allocating tasks or leading a shift/team.
· First Aid qualification 

	Skills and Attributes
	· Able to communicate clearly and confidently with adults and young people, including challenging inappropriate behaviour appropriately.
· Calm, reliable and professional; able to remain focused under pressure and respond to incidents/emergencies.
· Good attention to detail and high standards of cleanliness, presentation and safety.
· Able to undertake practical tasks including moving and setting up equipment/furniture (within safe manual handling practice).
· Willingness and ability to work evenings and weekends as required by the lettings timetable.
· Willingness to undertake First Aid Training
· Satisfactory Enhanced DBS and other pre-employment checks.


	· Driving license and access to a vehicle (where travel to other Trust sites is required).
· Fire marshal or similar safety training (or willingness to train).
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