ROYAL BOROUGH OF WINDSOR AND MAIDENHEAD

JOB ACCOUNTABILITIES

	Job Title: 

Lettings Supervisor Level 1


	Job Number:

EDXX39 / Scale 3



	Directorate:

Education
	Unit:

Schools


	JOB PURPOSE

	To provide support to the Bursar respect of  letting the school buildings.




	SCOPE OF JOB (Budgetary/resource control, impact)

	Operates primarily outside of school hours during evenings and weekends.

Plays a key role as a point of contact with hirer’s

Required to move equipment and furniture as required for lettings

Maintain the security of the site to an appropriate level at all times




	POST REPORTS TO:

	Bursar




	KNOWLEDGE, SKILLS & EXPERIENCE

	Able to liaise effectively with a wide range of contacts 

Must be physically fit

Able to juggle conflicting priorities 

Knowledge and understanding of alarm system.




	JOB ACCOUNTABILITIES

Ensure that the building and sites are secure , out of school hours, in order to prevent unauthorised entry and potential damage/theft.

Undertake a security check following lettings.

Liaise with the Bursar regarding school lettings, arranging facilities as specified by the hirer.  Ensuring that the hirer is satisfied with the facilities and rectifying complaints, clearing away and securing the area.  Customer satisfaction is essential to ensure repeat bookings are made, thereby increasing income to the school.

Reports to the Bursar any defects in equipment/areas used by the hirers/tutors, so that remedial action can be taken. 

Remain on site during lets and act as the school representative resolving issues as necessary.
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