All Hallows Catholic High School
Grade Profile – Casual Lettings Supervisor
  
	 

	POST TITLE: 
	Casual Lettings Supervisor

	GRADE: 
	FLW

	LOCATION: 
	All Hallows Catholic High school

	RESPONSIBLE TO: 
	Business Manager / Site Supervisor

	STAFF RESPONSIBLE FOR: 
	None 

	JOB PURPOSE: 	The main objectives to be achieved by the Postholder 

	Under the direction of the Business Manager/Site Supervisor, carry out lettings, ensuring they are appropriately serviced in accordance with the school’s letting policy. To undertake opening of the school and monitoring the premises, preparing for and dealing with the lettings and external users of the building during periods of hire, cleaning of areas used, management of parking and security of the building.

		MAIN 	What the Postholder will actually do  
ACTIVITIES 	What prescribed duties the postholder will have 

	 
· Locking the premises 

· Carrying out security checks, including the site perimeter and frequent patrols of the school grounds

· Operation of All weather pitch floodlights and security system

· Responding to emergencies affecting the school premises 

· Attention to security is very important to ensure there is no unauthorised access during the hire period. 

· Moving of furniture/equipment as requested, within H&S guidelines, eg setting out and clearing away chairs and tables, or moving water urns

· Cleaning floors and other communal areas as requested by Business Manager/ Site Supervisor 

· Ensure any H&S issues are reported to the Business Manager/Site Supervisor
 
· Ensure safe working practices are adhered to

· Safe storage of cleaning products
 
· Carry out emergency cleaning duties which may arise

· Where necessary ensuring that main entrances and paths are clear of snow or ice by applying grit

	General 
We put our customers’ need and expectations at the heart of all that we do. We expect our employees to have a full understanding of those needs and expectations so that we can provide high quality, appropriate services at all times. 
· To maintain a highly visible, friendly and approachable presence during lettings 

· Carry out duties in a polite, efficient and cheerful manner, building good relationships with regular users

· To treat all adults and children with care, consideration and courtesy in accordance with the school’s ethos and values

· To promote a favourable image of All Hallows Catholic High School

· At all times to carry out the duties in accordance with school-based policies and Health and Safety procedures; 

· The duties may be varied by the Headteacher and/or Governing Body to meet changed circumstances in a manner compatible with the post held. 
 

	Note: 
	In addition, other duties at the same responsibility level may be interchanged with/added to this list at any time. 


 
  
Equal opportunities 
We are committed to achieving equal opportunities in the way we deliver services to the community and in our employment arrangements. We expect all employees to understand and promote this policy in their work. 
 
Health and safety   
All employees have a responsibility for their own health and safety and that of others when carrying out their duties and must help us to apply our general statement of health and safety policy. 
 
Safeguarding Commitment  
This school is committed to safeguarding and protecting the welfare of children and young people and expects all staff and volunteers to share this commitment.  

Attendance
Good attendance enhances the service delivered by schools, minimises staffing difficulties and ensures best value to the school. It is essential that applicants for positions in this school can evidence a previous satisfactory attendance record/commitment to sustaining regular attendance at work.

 
 
 
 
 
 
 
 
 
 

