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Job Description & Personal Specifications


Lettings Assistant (Part-Time)

Job Title: Lettings Assistant
Location: King Edward VI Five Ways School
Contract Type: Part-Time
Hours: 2 shifts per week (Monday–Thursday TBC), approx. 8.5–9.5 hours per week
Reporting To: Lettings Manager

Purpose of the Role
To support the effective day-to-day operation of lettings and facility hire services, ensuring a safe, clean, and welcoming environment for all users. The role includes responsibility for site supervision, customer service, and security, including lone working and keyholding duties.

Key Responsibilities

Operational Duties
· Assist in the delivery of lettings and facility hire activities
· Set up and take down equipment as required for bookings and activities
· Support sports and recreational programmes across the site
· Ensure facilities are prepared and ready for use by hirers
Customer Service
· Provide a professional, friendly, and helpful service to all users and visitors
· Act as a point of contact for hirers, responding to queries and resolving issues where appropriate
· Promote a positive experience for all site users
Health, Safety & Facilities
· Maintain high standards of cleanliness, safety, and presentation across all areas
· Carry out basic checks of equipment and report any faults or hazards
· Ensure compliance with Health & Safety procedures at all times

Security & Keyholding
· Act as a keyholder for the site
· Open and close facilities as required
· Ensure site security at all times, including locking up buildings and setting alarm systems
· Monitor site access and report any security concerns

Lone Working
· Work independently and take responsibility for the site during periods of lone working
· Follow lone working procedures and ensure personal safety at all times
Safeguarding
· Support and adhere to safeguarding policies and procedures
· Report any concerns relating to the welfare of children or vulnerable individuals
General
· Undertake any other reasonable duties as required by the Lettings Manager
· Work flexibly in line with operational needs

Person Specification

Essential Criteria

Experience & Knowledge
· Experience or understanding of sports, leisure, or community facility environments
· Awareness of Health & Safety practices in a workplace setting

Skills & Abilities
· Strong interpersonal and customer service skills
· Good communication skills, both verbal and written
· Ability to work effectively both independently and as part of a team
· Ability to manage responsibilities confidently during lone working

Personal Attributes
· Reliable, punctual, and responsible
· Flexible approach to working hours and duties
· Professional, friendly, and approachable manner
· Strong sense of responsibility for safety and security

Other Requirements
· Willingness to undertake keyholding responsibilities
· Commitment to safeguarding and promoting the welfare of children and young people
· Willingness to undergo an enhanced DBS check

Desirable Criteria

· Previous experience in a similar role (e.g. lettings, facilities, or leisure assistant)
· Basic knowledge of sports facility setup and equipment
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