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NORTHFLEET SCHOOL FOR GIRLS 
JOB DESCRIPTION
Post:

Administrator / Lettings Co-ordinator 
Responsible to:
Business Operations Manager
Post Level & Grade:
Kent Range KR6
Hours: 

37 hours per week/39 weeks per year (Term Time only)


08:00 – 16:00 Monday to Thursday



08:00 – 15:30 Friday

Purpose: 
Support the front of house services and administration function, with a particular focus on co-ordinating lettings, ensuring the school is recognised as a community asset outside of the school day. Supporting the income generation strategy as well as further boosting the school’s positive reputation. Work closely with the Lettings Supervisors to ensure a coherent and professional experience for all existing and potential hirers.  
Main (Core) Duties:

Lettings Co-ordinator 

· Act as the first port of call for any new lettings enquiries and existing hirer queries ensuring booking forms are completed and correct insurance documents are obtained.
· Manage the lettings diary ensuring that hirers are aware of in-school events affecting their booked slots at the earliest opportunity.
· Create accurate schedules and share these with the Lettings Supervisors and finance team, ensuring that any changes are communicated at the earliest opportunity. 
· Actively research and approach new potential lettings, booking meetings to show hirers around as necessary as well as keeping abreast of upcoming events where NSfG could provide the ideal location solution, 
· Follow the lettings strategy and support with the ongoing development as appropriate,
· Develop literature, including business cards and welcome packs to ensure a professional experience from enquiry stage.
· Respond to queries in a timely manner. 
· Work closely with the Lettings Supervisors to book out of hours meetings. 
· Negotiate contracts and prices within the remit set by the Business Operations Manager.  
· Create income forecasts and update the KPI dashboard on a monthly basis.
· Keep the Business Operations Manager and Facilities Manager abreast of any issues.
· Maintain the contact details database for all hirers.
General Administration 
· Undertake reception duties every Monday and provide cover throughout the week as required, ensuring an excellent front of house service to all visitors to the school and wider stakeholders.
· Deputise for the main receptionist covering a range of tasks including, greeting visitors, reprographics, monitoring uniform stocks and managing email and telephone communications. 
·  Provide an efficient and professional reception and telephone service ensuring that enquiries and visitors are directed to the appropriate member of staff in accordance with school procedures.

Other duties 

· To undertake any other duties that the Headteacher may reasonably request.
Note:

· The above responsibilities are subject to the standards, general duties and responsibilities contained in the statement of Conditions of Employment, having due regard to the requirements of the curriculum, the school’s aims, objectives and schemes of work and any policies of the Governing Body.

· This job description is not necessarily a comprehensive definition of the post.  It will be reviewed and may be subject to modification or amendment at any time after consultation with the post holder.
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Person Specification 

	Qualifications
	· GCSE in English and Maths at a minimum of a Grade C – or equivalent



	Experience
	· Operational experience of administration and office systems

· Working with the public and dealing with confidential issues

· Working effectively with young people in education or another related area
· Working in an educational environment or setting


	Skills and Abilities
	· Ability to demonstrate a positive and enthusiastic approach

· Ability to organise and prioritise workload to achieve deadlines

· Ability to monitor and process accurate financial records

· Good communication, interpersonal, organisational and administrative skills 

· Being friendly and welcoming at all times to students, staff, parents and visitors

· Good problem solving, time management and organisational skills

· Demonstrate high standards and attention to detail, following tasks through to ensure good outcomes

· Effective use of ICT and other specialist equipment/resources. Including ability to produce a range of documents, spreadsheets and reports, using Microsoft Office Software, Excel spreadsheets and database functions
· Ability to work effectively in a team but also take initiative and work independently where required
· Ability to work confidentially

· Display commitment to the protection and safeguarding of students



	Knowledge
	· Knowledge of MS office, Word and Excel is essential

· Knowledge of a range of applications and software commonly used in schools including SIMs and FMS6 

· Up to date knowledge of current online safety standards

· Awareness of Data Protection and confidentiality issues

	Behaviours
	Behaviours which are compatible with our school vision, including:

· We achieve the best outcomes when all staff work together in a supportive collaborative environment

· High expectations in all aspects of our work 

· Staff and students can ‘enjoy the journey’

In addition, we expect the following 

· A ‘can do’ attitude where all possible avenues are explored to achieve the best outcomes for students

· Flexibility to work as required to achieve the best outcomes for students

· Integrity and professional pride to do the job properly 

· Rigorous, consistent and logical approach to ensuring all procedures and policies are followed

· Good sense of humour and ability to relate to colleagues, parents and students 



