Ripon Grammar School
Job Description

Facilities Lettings Assistant

Key Aspects of Role:

e To provide a customer service role for evening and weekend bookings at the school.

e To be responsible for the Health and Safety of the facilities during the lettings period, under the direction of the
Premises Manager. This will include following the emergency and normal operating procedures at the school ensuring
that customers comply with the above procedures, reporting any H&S or maintenance issues. Opening and closing of
the school’s facilities according to prescribed operational procedures, ensuring the security of the premises.

e Overseeing use of the of the school’s facilities to help ensure safe practices and acceptable standards of behaviour are
observed and to seek to minimise incidences of injuries misuse and damage. This includes regular patrolling of all
facilities being used.

e To be responsible for the supervision and issue of equipment to be used by the customers. Where necessary this will
involve working with customers in the setting up and tidying away of any equipment required for activities.

Reports To:
e  Premises Manager
Terms and Conditions:

e NYC Salary Grade AB [pt 2].

o No guaranteed hours or shift pattern. Work will be allocated by the Premises Manager depending on lettings bookings.
Specific Responsibilities and Duties:

Core Duties

e Responsible for the control of users in respect of their behaviour and taking appropriate action when persons fail to
comply with operating procedures.

e Responsible for advising customers on the correct use of the facilities. Ensure facilities are clean, fit for use and secure.

e To be responsible for the supervision and issue of equipment for customers use. Where necessary this will involve
working with customers in the setting up and tidying away of any equipment required for activities.

e To assist in the cleaning of the facilities, to include basic maintenance tasks and inspections.

e Provide emergency first aid cover and act as the fire warden on site for our customers.

Non-Core Duties [Not exhaustive and may be altered from time to time]

e Attend team and staff meetings as and when required.

e  Work flexibly where required to meet the needs of the school.

e Ensure that all communication is effective, consistent and reflective of the values of the school.
e Adhere to school policies and procedures.

e Participate in professional and personal development programmes as requires, including training and performance
review.

Any other duties as reasonably requested by the Headmaster or Premises Manager
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