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Job Description  

	Role
	Site Lettings Assistant 
	School/Department
	River Academy 

	Grade
	Grade 4 
	Reports to
	Site Manager 

	Purpose 
	The postholder will ensure the safe, secure and effective operation of River Academy premises during lettings outside the normal school day, including evenings, weekends and school holidays. The role supports the smooth running of school lettings by maintaining high standards of health and safety, security, cleanliness and basic maintenance, ensuring that facilities are welcoming, compliant and ready for use by external users.

	Scope 
	Staff responsibilities:
	Financial Accountability:

	
	None 
	None

	Key accountabilities

	The postholder is accountable for ensuring that school premises used for lettings are safe, secure and appropriately prepared, enabling uninterrupted use of facilities and protecting the school environment.

The role ensures that health and safety procedures and emergency arrangements are applied consistently during lettings, responding appropriately to incidents and maintaining a safe environment for all users.

The postholder provides effective on-site support to lettings users through clear communication, access arrangements and practical assistance, ensuring a well-managed and professional lettings experience.

	Relationships
	The postholder will build positive, professional relationships with a wide range of stakeholders, including Trust and school leaders, colleagues across Maiden Erlegh Trust, students, parents and carers, plus external partners. These relationships are central to creating a collaborative, supportive environment that enables shared success and strong outcomes for all.

	Supporting Maiden Erlegh Trust
	The postholder may occasionally support other Maiden Erlegh Trust schools, promoting collaboration, professional growth, and the sharing of effective practice. This cross-Trust work provides opportunities to learn from colleagues, contribute to improvement initiatives, and strengthen our community.

	Main duties and accountabilities

	· Act as a key holder, opening and closing the school before and after lettings.
· Ensure the school site is secure at all times, including locking classrooms and restricted areas when not in use.
· Set up, arrange and clear away equipment, furniture, tables and chairs to support lettings and examination periods.
· Undertake cleaning duties of lettings areas when required to maintain appropriate standards.
· Carry out minor maintenance tasks and manual site-related duties as requested during lettings periods.
· Conduct basic facility inspections and report defects or hazards in line with site procedures.
· Assist the wider site team with manual or practical tasks as reasonably required.
· Deal with health and safety matters arising during lettings periods.
· Undertake any other duties that reasonably fall within the scope of the role, following consultation with the postholder.


	Other requirements and responsibilities

	· Enhanced DBS clearance required.
· The Trust retains the right to amend job descriptions to reflect changes in the demands of the post, following consultation.
· Maiden Erlegh Trust is committed to safeguarding, equality and promoting the welfare of children and young people. All employees are expected to share these commitments, comply with safeguarding procedures, and uphold health and safety and data protection requirements at all times.












Person Specification 

	
Role 


	Site Lettings Assistant
	School/Department 
	River Academy

	Qualifications, training and education 
	· First Aid qualification (desirable but not essential).


	Skills and abilities 
	Technical skills

· Knowledge of health and safety requirements relevant to premises use and lettings environments.
· Knowledge and experience of basic building maintenance and facilities upkeep.
· Experience of working in a similar operational or facilities-based environment.

Communication

· Excellent communication and interpersonal skills, including confidence engaging with a wide range of users and stakeholders.
· Experience of working in a customer-facing role.

Organisation and planning

· Ability to prioritise tasks effectively and manage competing demands.

Personal qualities

· Reliable and trustworthy, demonstrating integrity at all times.
· A strong sense of responsibility and ownership.
· Ability to take initiative and work independently.
· Ability to work effectively as part of a team.
· Proactive and flexible approach to work.
· Commitment to self-development and a willingness to learn and develop personal skills.
· Willingness to undertake training to enhance knowledge and skills.
· Ability to maintain confidentiality at all times.



	Requirements specific to the role 
	All staff and volunteers are expected to be committed to safeguarding, equality and promoting the welfare of children and young people.

To ensure awareness of local safeguarding policies and procedures and to report any concerns or information received as required 




Maiden Erlegh Trust retains the right to implement changes in job descriptions and person specifications to reflect changes in the demands of the post. Where this is necessary this will be done in consultation with you.
	Signed:
Post holder
	

	Date:
	




Maiden Erlegh Trust is committed to safeguarding, equality and promoting the welfare of children and staff. We are also committed to being ambitious for all and supporting everyone to reach their full potential. All employees of the Trust are expected to share these commitments. All posts require satisfactory employment checks and references and a satisfactory enhanced Disclosure and Barring Service check. All Leadership roles will require a Section 128 check.
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