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Job Description for Lettings Attendant  





This appointment is with the Local Governing Body of the school. The post-holder will, by personal example, promote the Catholic ethos and Mission of the school, ensuring that it permeates all aspects of the life of the school.
	
This job description may be amended at any time, following consultation between the Catering Manager and the Post-holder. It will be reviewed annually.

Core Purpose

This position will support the Letting operations at Cardinal Wiseman with the collaboration of the Catering Manager and Cardinal Wiseman Site Manager; the post holder may from time to time be requested to work at any of the 8 sites within the Multi Academy Company.
To assist the Catering Manager and Cardinal Wiseman Site Manager in the Letting operations at Cardinal Wiseman, and ensure the Academy’s reputation is maintained at all times. 

Duties and Responsibilities 
· Monitor and assist activities taking place during sports lettings., ensuring facilities are ready for use and any issues are promptly reported to the Central Lettings Team. 
· Maintain the security of the sports facilities and wider school is maintained at all times. 
· Monitor guest conduct, provide guidance on expected standards of behaviour, and liaise with group contacts to resolve any issues. Escalate non-compliance with concerns to the Central Lettings Team.
· Ensure and maintain lettings facilities, ensuring they remain clean, safe, and presentable, including but not limited to the management of litter and waste.
· Support delivery and provision of refreshments when required.
· Set up, arrange, and store lettings equipment, including goals, nets, cones, and dividers, to support community groups and clubs.
· Carry out any reasonable additional requested by the Lettings, Facilities or CW site team. 


Client Service 
· Act as the primary point of contact for clients, greet booking groups, handling enquiries when possible.
· Respond to customer enquiries efficiently and escalate matters where necessary.
· Deliver a high standard of customer care, consistently meeting and exceeding expectations. 
· Communicate effectively and courteously with guests, customers, teams and groups, and colleagues.

People: 
 
· Work collaboratively as part of a team, offering support and assisting colleagues when required. 
· Treat colleagues, guests, clients, and visitors with professionalism, respect and courtesy at all times.
· Foster positive working relationships and contribute to a welcoming environment.

Health & Safety, Cleanliness, Maintenance, and the Environment: 
· Comply with the Academy’s Health & Safety policies, procedures, and safe working practices. 
· Conduct routine facility inspections to identify and address any safety concerns. 
· Respond appropriately to alarms, emergencies, and incidents in accordance with established procedures.
· Maintain high standards of cleanliness across letting and related facilities before, during, and after events/facility use.
· Ensure that storage areas are maintained and organised, secure and compliant with Health & Safety. 
· Record and report incidents, accidents, near misses, maintenance issues, or concerns promptly.
· Promote a safe, secure, and environmentally responsible environment.

Additional 
· Maintain accurate attendance records and basic operational logs.
· Report facility, equipment or maintenance issues to the Lettings Management Team.
· Willingness to work flexibly to meet operational requirements including, irregular hours, late evenings, early mornings, and weekends.
· Demonstrate the ability to work independently and use initiative with minimal supervision.



And such duties as are within the scope, the salary grade and the spirit of the job purpose, the title of the post, and its grading.  (Please refer to the Notes of Guidance for further clarification).

All duties and responsibilities must be carried out with due regard to the Romero Catholic Academy’s Health and Safety Policy.

Post holders will be accountable for carrying out all duties and responsibilities with due regard to the Romero Catholic Academy’s Equal Opportunities Policy.

Duties which include processing of any personal data, must be undertaken within the corporate Data Protection Guidelines (Data Protection Act 2018). 

Responsible for: 	N/A 

Responsible to:	Catering Manager 
















[image: ]The Romero Catholic Academy 
Person Specification for Lettings Attendant  




 

	
	Essential
	   Desirable
	Evidence

	Qualifications/Education:
	
	
	

	GCSE’s – (Maths and English) or relevant Apprenticeship	
	ü
	
	A

	Knowledge, Skills & Experience:
	
	
	

	  Ability to display a real passion for sport and customer service
	ü
	
	AI

	  Excellent organisational skills
	ü
	
	AI

	  Demonstrate analytical approach to problem solving
	ü
	
	AI

	  Ability to plan ahead
	ü
	
	AI

	  Ability to work on own initiative
	ü
	
	AI

	  Excellent communicator at all levels
	ü
	
	AI

	  Good numeracy skills
	ü
	
	AI

	  Good presentation and negotiating skills
	
	ü
	AI

	  Effective at time management
	ü
	
	AI

	  Smart clean appearance, high standard of personal hygiene
	ü
	
	AI


	Personal Qualities:
	
	
	

	Diplomatic
	ü
	
	AI

	Comfortable dealing with employees at all levels
	ü
	
	AI

	Proactive
	ü
	
	AI

	Collaborative, works well in a team
	ü
	
	AI




This post is exempt from the provisions of the Rehabilitation of Offenders Act 1974.  A Disclosure and Barring Service (DBS) will be required prior to appointment. This Academy is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment.

All duties and responsibilities must be carried out with due regard to the Romero Catholic Academy’s Health and Safety Policy.
Post holders will be accountable for carrying out all duties and responsibilities with due regard to the Romero Catholic Academy’s Equal Opportunities Policy. Duties which include processing of any personal data, must be undertaken within the corporate Data Protection Guidelines (Data Protection Act 2018). 
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