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Job Description
Post:			Lettings Keyholder 
Department:		Site
Grade/Salary:	£12.71 Per Hour
Responsible to:	Estates Manager

Job Purpose

Key Accountabilities:
· To take responsibility for the wellbeing of the hirers and protection of school facilities during a hire period including responding to fire alarms (training will be given).
· Regularly checking on the scheduled event and ensuring the venue is left undamaged, clean and tidy such that it is in a suitable condition for the next working day.
· To be available to liaise with the Lettings Manager to agree timing of events to be covered.

Values & Ethos
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Our values create and underpin our ethos as well as launching well rounded, good young people into society ready to cope with and excel in all that they do. Our values ensure and secure a vibrant community in which to flourish. Central also to all we do, is the encouragement and promotion of aspiration for staff, students and parents. If we all believe we can be the absolute best we can, within and outside our capabilities, then the learning process can’t go wrong.

Values and Behaviour:

Support Staff play a vital role in assisting teaching staff to make the education of their students their first concern and are accountable for achieving the highest possible standards in work and conduct. All members of staff must act with honesty and integrity; have strong knowledge within their field, keep their knowledge and skills up-to-date and are self-critical; forge positive professional relationships; and work with parents in the best interests of the students in the school.


Personal and Professional Conduct:
The post holder should conduct themselves professionally at all times, treating students and staff with mutual respect, regardless of personal beliefs, in accordance with Academy policies and practices.

Key Responsibilities

· To unlock and de-alarm the buildings being used by the hirers 15 minutes before each letting and check they are in a suitable condition e.g. heating, cleanliness, furniture for the booked hire.
· During the hire period to greet, liaise with and regularly check in with the hirers as required to ensure the school facilities are in good order and that the hirer is behaving appropriately and to deal with any potential issues. To advise the Lettings Manager of any concerns regarding lettings as appropriate and according to agreed communication structure.
· To display a phone number for the hirers where they can be contacted, be reachable on that number and remain on the school site at all times during the hire period.
· At the end of the event check all areas for damage and cleanliness. If the hirer is carrying out their cleaning, ensure it is done to an acceptable standard. Discuss any damage with the hirer make it safe and notify the Lettings Manager as soon as possible. Ensure all furniture etc. is returned to its original location and the areas are in a suitable condition for the next day (this may involve some light control cleaning). 
· Secure the premises by shutting all windows locking all doors and turning off lights and alarming to the buildings.
· To carry out duties and tasks as requested to support the operational requirements of the Academy and ensure the health and safety of all students/staff/hirers/visitors as reasonably possible.
· To be available to cover planned holiday and absence of a lettings key holder colleague where absence or holidays require and where the Saturdays and Sundays are not contracted to one individual. To have an element of flexibility to cover absence with short notice.

General responsibilities

· To be aware of and work in accordance with the school’s child protection policies and procedures to safeguard and promote the welfare of children, and to raise any concerns relating to such procedures which may be noted during duty.
· To produce risk assessments, user manuals or training procedures in line with the Academy’s procedures.
· To be aware of and adhere to applicable rules, regulations, legislation and procedures e.g. County Council (Equal Opportunities Policy/Code of Conduct), national legislation (Health and Safety, Data Protection).
· To maintain confidentiality of information acquired while undertaking duties for the department.
· To be responsible for your own continuing self-development, undertaking training as appropriate.
To uphold the ethos and standards established within the Academy and contribute to improvement at all levels.
· To undertake other duties appropriate to the grading of the post as required.

Additional Information
This role involves elements of lone working, customer services and manual handling/cleaning.  The individual must take appropriate health and safety precautions and be prepared to take responsibility for themselves and the site. There could be a requirement key holder cover for social hirers or the PTA in our function halls on evenings which will be agreed on a case by case basis.

Additional Duties

· All staff, with the support, of the academy’s designated DSL, have a responsibility for providing and safeguarding the welfare of the children and young people.
· To be familiar with and support any health and safety procedures and ensure all duties and responsibilities are discharged in accordance with the academy’s health and safety at work policy.

The Job Description above has been reviewed and agreed by me and is a true reflection of the role that I undertake at The Marlborough Science Academy

Signed


Employee                                                                      Date

Line manager                                                               Date












Personal Specification
Under the specific headings below, detail the key requirements for the post-holder to be successful in the role


	 Attribute
	Essential
	Desirable

	Qualifications and training 
	
	· Knowledge of efficient cleaning methods and materials

	Experience 
	
	· Previous experience of working in a school 

	 

Knowledge and skills 
 

 
 
	· Excellent customer service and communication skills and the ability to communicate effectively at all levels 
· Ability to work on own initiative and as part of a team
· To be physically able to undertake a level of manual tasks appropriate to the role
· Ability to organise and prioritise tasks effectively

	
· Awareness of Keeping Children Safe in Education
· Awareness of GDPR and confidentiality


	 
 
Personal qualities 
 
 
	
· Ability to use initiative
· Punctual, reliable and able to remain calm and to work well under pressure 
· Ability to demonstrate the flexibility and “can do” attitude required in a role that is critical to the Academy
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