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  COMMUNITY LETTINGS DUTY OFFICER 




	Job Title:
	Community Lettings Duty Officer

	Location:
	Bedford Academy 

	Reports to:
	Facilities & Community Lettings Team Lead



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.

Bedford Academy is part of HEART Academies Trust. The role of Community Lettings Duty Officer will be based at Bedford Academy. 

Job Purpose
Responsible for the supervision and smooth running of the Academy facilities during periods of external community hire.

To maintain the security of the premises and contents in accordance with agreed procedures and practices during periods of community use.

To adopt a flexible approach to working hours to ensure that adequate cover is provided during community use hours. Community facilities are typically available for hire between 4.30-10.30pm weekday evenings and 8.30-8.30pm during weekends. 

Specific 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.

· Support with the opening and locking of the Academy building and external sports facilities for community use, which can be daytime, evening or weekends.
· Ensure external hirers receive a high quality of service and their queries answered promptly and politely.
· Assist with the setting up and clearing away of equipment and furniture required for community use and school events, ensuring facilities are prepared on time for hirers/school users. This will include setting up tables and chairs during exam periods in the Sports Hall, Activity Studio and Main Hall as required and assisting with the set up and clearing away of equipment and furniture used during school events.
· Ensure facilities are clean and returned to agreed layouts and ready for school use at the end of periods of community use. 
· Provide on-site security during community use hours and the supervision of the buildings and grounds to prevent damage and nuisance. Ensure facilities are being used safely and as intended, including the correct equipment and footwear.
· Ensure the maintenance and cleanliness of all buildings and grounds connected with community use are to the required standard.  Undertake any site cleaning or general maintenance as required.
· Prevent unauthorised/unsafe parking on the school site.   
· Refer to the community hire booking system (School Hire) to manage bookings for each session.
· Respond promptly to all enquiries for facility hire, providing the necessary pricing information, availability details and paperwork as required.
· Assist the Facilities Team with general maintenance, health and safety checks, event setup including exams etc. as required.

Health and Safety 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. 
· Follow the Lone Working procedure.
· Promote and monitor safe working practices within the Academy.
· Ensure appropriate health and safety signs are displayed where required, hazards are removed, and fire exits are accessible.
· Lead the Academy fire evacuation procedure during periods of community use.
· 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 within the buildings.
· 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.

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

	Area
	Essential
	Desirable

	Qualifications & Experience
	· Able to fully undertake all areas of work detailed within the job description.
· Willing to undertake an Enhanced DBS 
	· Previous experience of working in a 
Lettings or Sports provision 
environment
· Practical experience of Health & Safety and Security issues, (or a willingness to learn).
· Experience of working in a school 
environment or similar.








































	Characteristics
	· Dedicated and passionate about delivering excellent customer service experience.
· Professional, friendly and helpful with a flexible approach to working hours.
· Excellent interpersonal skills to deal with members of the general public. 
· The ability to work as a team member but also have self- motivation when working independently
· Hard working with strong personal drive and willingness to get things done. 
· Punctual with good attendance records. 
· A willingness to contribute to the wider life of the Trust.
· A willingness to attend training and improve and enhance skill set.
· Empathy with staff, students & educational values
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