	Senior Lettings Assistant
(Key Holder)
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Salary Grade:         £13.20per hour (inclusive of holiday pay)
Hours:                    Casual contract, as required
Responsible to:     Operations Manager 
Responsible for:   n/a


Purpose and Vision

Acting as first contact with our external clients, our Senior Lettings Assistants will be confident communicators, courteous and professional always. This role provides support for our external lettings including ensuring the external clients adhere to their agreements, basic maintenance of lettings and acting as liaison whilst the clients are on-site.

Senior Lettings Assistants will have the additional responsibility of opening and securing the site before and after each hiring period.

Key responsibilities

· Maintaining accurate records by ensuring all hirers sign in and out correctly.
· Undertaking regular checks of CCTV cameras to ensure that hirers are using the facilities in an accordance with our policy and their hire agreement.
· Undertaking site walks during the shift.
· Ensuring that hirers receive excellent customer service by ensuring that the facilities are set-up according to their needs and hire agreement.
· Ensure that the academy is left in a ready for business condition, by ensuring that all hired facilities are clear of rubbish and bins have been emptied at the end of shift.
· Enhancing customer satisfaction and the reputation of UKAT by providing sensible, pro-active and positive customer contact during the hiring period.
· Contribute to UKAT and environmental resource conservation by ensuring that flood lights, other non-emergency lights and other powered (non-emergency) equipment is turned off at the end of shift.
· Contribute to the security of lettings by ensuring all equipment is returned and secured to the designated areas and that individual classrooms, meetings rooms, Astro pitch or similar are secured after the hire period has ended.
· Have responsibility for opening and securing the academy site before and after the hiring period and setting alarms as required.
· To always adhere to professional and staff codes of conduct.
· As an employee to comply with the duty, under the Health & Safety at Work Act of 1974 and other relevant legislation, to take reasonable care when carrying out work duties and other activities, to avoid injury to oneself or to others, and to co-operate with the employer and others in meeting statutory requirements.
· To ensure complete commitment and compliance with safeguarding policies and procedures and promote the welfare of children and young people. 




Person Specification – Senior Lettings Assistant

	Attribute
	Essential
	Desirable

	Qualifications / Training
	· Good general level of education
	· Site security qualification

	Experience
	· Previous experience as a Lettings Assistant
	· Previous experience as a Key Holder in another setting

	Knowledge, Skills and Abilities
	· Flexible positive person 
· Able to build positive and maintain good relationships with all colleagues and stakeholders. 
· Good communication and interpersonal skills 
· Good verbal, written and presentational skill.
· Ability to problem solve 
· Ability to take the Initiative 
· Customer focused 
· High expectations of oneself and others
· Ability to think and work creatively and flexibly whilst working with close attention to detail and under pressure to meet deadlines. 
· Personal integrity, commitment to fairness and equity. 
· Ability to empathise 
· Ability to give sensitive constructive feedback 
· Excellent interpersonal skills and ability to communicate well 

	

	General
	· Willing to work negotiated flexible hours as appropriate 
· Commitment to the development of the academy and the specialisms
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