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  POST TITLE: School Lettings Assistant (Opening and Closing)
	
   Hourly Rate: £13 per hour + travel expenses 


	
  RESPONSIBLE TO: School Lettings Department, Futura Commercial Services Ltd




Contract Type:  Fixed term 
Hours:  Min 6 hours per week covering evenings and weekends, term time only
Hourly Rate: £13 per hour + travel expenses 
Responsible for: No direct reports

Locations:
· Chandag Primary School - Keynsham
· IKB Academy- Keynsham
· St John's C of E Primary School - Keynsham
· Two Rivers - Keynsham
· Wellsway School - Keynsham
· The Meadows Primary School - Bitton
· SBL Academy - Oldland Common  

Purpose of role:
To ensure the safe opening and closing of the school site during out-of-hours lettings, providing a secure and welcoming environment for hirers while maintaining the safety and security of the premises.

Main Accountabilities:
Site Opening & Closing
· Unlock and de‑alarm designated areas of the school for approved lettings.
· Lock up and set alarms after use, ensuring all doors, windows, lights, and security systems are fully secured.
· Act as a responsible key holder, following agreed opening and closing procedures and being available on the centre’s call‑out rota when scheduled.
· Complete the site opening and closing inspection log accurately.

Health, Safety & Security
· Ensure all halls, rooms, and facilities are clean, safe, and appropriately set up for lettings.
· Conduct pre‑ and post‑use checks, removing rubbish and carrying out light sweeping/cleaning as needed.
· Ensure hirers leave the facilities in the condition in which they were found, in line with their terms of use and health and safety expectations.
· Maintain awareness of safeguarding responsibilities at all times and act in accordance with policy.
· Monitor use of school facilities to prevent misuse, damage, unsafe behaviour, or unauthorised access.
· Carry out routine health and safety checks in line with compliance folders (e.g., fire escape checks).

Reporting & Record‑Keeping
· Report all damage, maintenance needs, safeguarding concerns, or incidents promptly to the School Lettings Department.
· Maintain accurate records relating to lettings, site checks, and any issues identified.
· Provide reports or updates to the management team as required.

General Duties
· Keep all club and letting areas—including communal spaces—clean, safe, and functional.
· Set the room up ready for use as per the customer's/room requirements.  
· Support departmental priorities and contribute to ongoing service improvements.
· Attend team meetings when required by the management team.
· Participate in continuing professional development (CPD) and complete all mandatory training to ensure compliance and competence across all job requirements.

Data Protection and Safeguarding:
· Work within the requirements of Data Protection at all times.
· Understand your responsibilities in relation to Safeguarding and child protection and how to highlight an issue / concerns.
· Remain vigilant to ensure all students are protected from potential harm.

General:
· The post-holder will be expected to exemplify the trust values of Respect, Opportunity, Collaboration and Aspiration and demonstrate trust behaviours as outlined in “The Futura Way”.
· The post-holder will be expected to undertake any appropriate training provided by the Trust to assist them in carrying out any of the above duties.
· The post-holder will be expected to contribute to the protection and welfare of children and young people, as appropriate, in accordance with any agreed policies and/or guidelines, reporting any issues or concerns to their immediate line manager.
· The post-holder will be required to promote, monitor and maintain health, safety and security in the workplace. To include ensuring that the requirements of the Health & Safety at Work Act, COSHH, and all other mandatory regulations are adhered to.
· An Enhanced Disclosure with the Disclosure and Barring Service (DBS) will be undertaken before an appointment can be confirmed. The successful candidate will be required to disclose all convictions and cautions, including those that are spent; the exception being certain, minor cautions and convictions which are ‘protected’ for the purposes of the ‘Exceptions’ order. https://www.gov.uk/government/collections/dbs-filtering-guidance ‘
· This job description only contains the main accountabilities relating to the posts and does not describe in detail all of the duties required to carry them out. The post holder may be required to undertake other duties and responsibilities that are commensurate with the nature and level of the post.

Futura Learning Partnership is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment. Your suitability to work with children     and young people will form part of the selection process. For this post prior to appointment, Futura Learning Partnership will apply for an enhanced disclosure certificate from the Disclosure and Barring Service.
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	Person Specification – School Lettings Assistant
	Essential (E) or Desirable
(D)

	Education/Qualifications
	

	Educated to A level or equivalent.
	D

	Good level GCSE/O level in English and Maths.
	E

	
	

	Experience
	

	Evidence of suitability to work with children and young people.
	E

	Experience of working in a customer facing environment delivering exceptional standards.
	E

	
	

	Behaviours
	

	Able to demonstrate Futura values and how to live them in the workplace
	E

	Ability to be self-driven and do what it takes to get the job done.
	E

	Enjoys working as part of a team and within a common goal environment.
	E

	Ability to be flexible within shift patterns including early mornings, late evening and
weekends.
	E

	A motivational and positive, infectious attitude.
	E

	An ‘own it’ attitude ensuring standards are kept high consistently.
	E

	  Reliable, punctual, and trustworthy.
	E

	 Ability to work independently and use initiative.
	E

	
	

	Skills
	

	IT skills using Microsoft outlook/office and booking databases.
	D

	Strong customer experience engagement.
	E

	Strong communicator across all levels.
	E

	
	

	Attributes
	

	Committed to the Futura Way
	E

	Committed to Equality and Diversity
	E

	Committed to own continuing professional development
	E

	
	

	Other
	

	Occasional work outside normal working hours - prior notice given
	E

	  Clean driving licence  
	E
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