	
	
	



JOB DESCRIPTION

Chingford Academies Trust

Title of Post: 	Lettings Assistant (Casual Contract)
Grade/Pay Range: 	Casual Contract £18p/h
Department: 	Facilities and Site Team
Reporting to:	Facilities Manager/ Trust Head of Facilities 
Timings:	Maximum 6 hour shift within the hours 09.00-21.00

Chingford Academies Trust is seeking responsible and reliable Letting Assistants to join its Facilities and Site Teams at Chingford Academies Trust. The Trust comprises of two secondary schools - Chingford Foundation and South Chingford Foundation School. 

FACILITIES AND RESOURCES
The school provides outstanding resources for community lettings including 5 a-side astro pitches, school halls, drama studios, dance studios and classrooms.  

JOB PURPOSE
· To represent Chingford Academies Trust during community lettings, displaying a high level of responsibility, reliability, organisational and communication skills
· To provide cleaning of lettings areas as required
· To be responsible for opening/securing of the school’s community use facilities, ensuring the areas used are ready for the next scheduled user 
· To facilitate the smooth running of community lettings. A flexible approach to working hours is essential 

MAIN DUTIES / RESPONSIBILITIES
· To provide a responsive and helpful reception service to all third party users of the school’s facilities, ensuring high standards of customer care at all times
· Under direction, oversee the lettings of the School premises
· To undertake, at the direction of the Trust Head of Facilities, a schedule of duties on a session by session basis, always being prepared for unexpected or unplanned tasks
· To report on and record work carried out, as required
· To perform these tasks in an efficient and timely manner
· To work with the Facilities Manager/Trust Head of Facilities to ensure the appropriate use of the school facilities by members of the local community
· To problem solve and ensure that customers experience a safe and high class experience
· To manage your own time effectively to support all bookings at the agreed times
· To deliver excellent customer service
· To resolve customer queries or complaints, escalating as appropriate

SECURITY
· To be responsible for all aspects of the security of the site and its contents including fixtures and fittings, and the operation of the fire and burglar alarms
· To open the premises prior to scheduled bookings and securing the site at the end of the sessions
· To unlock all buildings in preparation for the letting and disarm any alarm system
· To secure the site including windows, exit doors, gates, re-arm the alarm system
· To maintain security during the letting according to the requirements agreed with the Trust Head of Facilities/Head of School
· To retain keys for the facility and maintain the security of the premises and all equipment during lettings
· To ensure site access is given to authorised hirers only, challenging trespassers as necessary

CLEANING
The bulk of Trust cleaning will be performed by contract cleaners. The Lettings Assistant will:
· As part of the opening up procedure ensure that the facilities are in a reasonable state for community users at the beginning of the day
· As part of the lock up procedure ensure that the facilities are in a reasonable state for student use the following day
· Report any incidents immediately to the Facilities Manager/Trust Head of Facilities

HEALTH AND SAFETY
· To ensure areas relevant to the letting are set up prior to the start of the session as requested and cleared away afterwards, reporting any issues or faults with equipment or facilities as required
· To lift, move and handle equipment as required
· To carry out maintenance on equipment as necessary including health and safety checks 
· To provide First Aid equipment in the event of an accident and to take emergency action as required
· To ensure escape routes, especially corridors, staircases and exit doors are kept free from obstructions

GENERAL
· These above mentioned duties are neither exclusive nor exhaustive and the post-holder may be required to carry out other duties as required by the School
· Always to perform duties in all elements of the role in a professional manner and with integrity, mindful of confidentiality as appropriate
· To be committed to, and comply with, all Trust policies
· To comply with all provisions of the Health and Safety at Work Act 1974, any other relevant legislation and with all school Policy and Practice relating to Health and Safety at Work
· To manage both internal and external relationships, striving for excellence in stakeholder satisfaction
· To work effectively and successfully in your team within school.

CASUAL CONTRACTS
Please note that this role is:
· casual/as-and-when-required;
· there is no guarantee of work;
· individuals remain free to accept or decline assignments; and
· wherever possible, adequate notice is given of invigilation sessions and any subsequent changes.

SAFEGUARDING
Safeguarding students of the Trust is a priority. All appointments to posts in the Trust are made through stringent adherence to the requirements of ‘Keeping Children Safe in Education.’ The schools in the Trust maintain a cohort of staff trained in Safer Recruitment and the trained colleague(s) most appropriate to this post will participate in the selection process.

All staff will be trained annually in Child Protection requirements. Cognisant of Part 1 of ‘Keeping Children Safe in Education, staff are required to refer all Child Protection concerns to the Child Protection trained staff team in their school (recognising that they can refer directly themselves to LBWF in extraordinary circumstances). Those trained in Child Protection are identified throughout Trust and school documentation and on the school websites.

Within their work, employees are required to identify, attempt to prevent or at least minimise the risk of interpersonal abuse or violence; safeguarding children, other vulnerable people and themselves. This includes the timely sharing of information with appropriate colleagues to enable action to be initiated and protection to be afforded to both students and/or colleagues as needed.

All employees are required to be aware of and update colleagues, as appropriate, to comply with current legislation and statutory guidance which will affect their practice in role and must adhere to all policies and protocols of Chingford Academies Trust and their school within the Trust.

Name of post holder .........................................................................................................

Signature ...............................................	Date ........................................................


PERSON SPECIFICATION
LETTINGS ASSISTANT
	JOB REQUIREMENTS
	Essential
	Desirable 

	
QUALIFICATIONS

	GCSE (English and Maths) to Grade C or above
	
	X

	Recognised training/qualifications relating to Premises Management
	
	X

	Health & Safety qualification
	
	X

	
EXPERIENCE 

	Experience of a public facing customer service role
	
	X

	Experience of cleaning and upkeep of facilities
	
	X

	Working across a partnership of schools or across schools within a Multi-Academy Trust setting
	
	X

	
SKILLS, KNOWLEDGE AND UNDERSTANDING 

	Level 1 Safeguarding/Awareness of keeping children safe
	X
	

	Knowledge of school policies and procedures 
	
	X

	Proven building maintenance skills
	
	X

	Good communication skills – verbal and written
	X
	

	
PERSONAL ATTRIBUTES

	Clear commitment and understanding of the Trust ethos, vision and values and an ability to uphold them
	X
	

	Reliable, honest and trustworthy
	X
	

	Proactive and positive approach to finding solutions. Resilient in face of challenges
	X
	

	High standard of punctuality
	X
	

	Self-motivating
	X
	

	Be able to work in an organised and methodical way whilst maintaining a flexible approach to respond to urgent queries
	X
	

	Ability to develop positive relationships with staff, students and third party users
	X
	

	A good sense of humour and a good sense of wellbeing 
	X
	

	
SAFEGUARDING

	Commitment to safeguarding and promoting the welfare of children and young people
	X
	

	Ability to form and maintain appropriate relationships  and boundaries with students
	X
	

	Understanding of Safeguarding procedures
	X
	

	Enhanced satisfactory DBS check
	X
	



This post is exempt from section 4(2) of the Rehabilitation of Offenders Act, 1974, as the duties give you access to persons who are under the age of 18.  

The amendments to the Exceptions Order 1975 (2013) provide that certain spent convictions and cautions are 'protected' and are not subject to disclosure to employers, and cannot be taken into account. Guidance and criteria on the filtering of these cautions and convictions can be found at the Disclosure and Barring Service website.

The Trust as an employer is committed to safeguarding and promoting the welfare of children and young people as its number one priority. This commitment to robust Recruitment, Selection and Induction procedures extends to organisations and services linked to the school on its behalf.


	Lettings Assistant
Chingford Academies Trust
September 2026
	
	



