Saltburn Learning Campus Job Description
Lettings Assistant
Salary:

Scale B+
Points 11-13
Responsible to:
Senior Administrator
Hours: 15 hrs per week work times to be arranged but may include occasional weekend commitments 

Main Roles & Responsibilities
In liaison with the Senior Administrator to act as evening receptionist with regard to the extended school services and lettings. To provide support to ensure that all clerical and administration associated with lettings and extended school services are completed, including paper based documents and electronic software. To assist the Senior Administrator in sustaining, developing and increasing the lettings provision for the campus.
Specific Responsibilities
In liaison with the Senior Administrator and Facilities Manager:
· Undertake reception duties; meet and greet visitors and allow them access to building
· Act as key holder (training will be included)

· Accurately maintain bookings and attendance of lettings, including new bookings/cancellations, and efficiently keep up to date records to ensure that the Finance Department can issue correct charges and invoices
· Ensure that the facilities are appropriate for hirers according to their needs

· Ensure that lettings coordinate with the campus schedule

· Liaise with Office Manager and other staff members to ensure awareness of events and meetings taking place out of school hours

· Maintain publicity of the school as a space available to hire
· Assist in the development and sustainability of the campus’s lettings provision by:

· Liaising with providers and potential facility users

· Canvassing the local community, when necessary, and collating results

· Liaising with local press regarding the advertising of facilities and provision

· Designing and distributing advertising literature (posters, leaflets, surveys) 

· Supporting internal campus advertising and marketing

· Providing support for events that aim to publicise  facilities or have the capacity to do so, for example open evenings or taster sessions

· Managing and maintaining past, present and prospective records/data of out-of-hours provision and communication in order to encourage new developments 
•
Have good literacy and numeracy skills

•
Computer literate

•
Creative

•
Good knowledge of Microsoft Office including Publisher, Word and Excel

•
Excellent telephone manner and organisational skills
•
Ability to work independently and take initiative, as well as part of a team
· Hold a first aid certificate or be willing to undergo training to achieve this
· Be willing to act as cover person in the unlikely absence of other Lettings Assistant.
General:
Undertake any other duties as required by the Executive Headteacher commensurate with the Level 2 of the Redcar & Cleveland Job Evaluation profile code A1376

Participate in annual performance review and undertake INSET relevant to the post as required

