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JOB DESCRIPTION QUESTIONNAIRE 

	JOB TITLE
	LETTINGS OFFICER
	JOB REF NO
	AAAE5344



BASIC JOB PURPOSE
MAIN RESPONSIBILITIES

	NO
	
	APPROX %

	1. 
	Maintenance and preparation of facilities and equipment to enable users of the Sports Facilities to ensure they are safe and appropriate for their needs.
	

	2. 
	Responsibility for locking up, alarm setting and ensuring the security of school grounds and property
	

	3. 
	Ensures the security, safety and comfort of customers, students and staff, using and working in the school by carrying out regular checks, reporting or dealing with any faults and advising where there is any breach of regulation.
	

	4. 
	Assists in the operation and supervision of cleaning. 
	

	5. 
	Assists in the marketing strategy to promote the facilities
	

	6. 
	Supports the work of other members of staff.
	

	7. 
	Works with the PE Curriculum Lead and School Business Manager in developing and delivering policies and procedures.
	

	8. 
	Undertakes clerical and administrative duties such managing bookings and raising invoices
	

	9. 
	Offer a quality customer service by directly interacting with members of the public.
	

	10. 
	Carry out an induction for new users of the Sports Facilities, including ensuring that relevant health information has been obtained and verified.
	

	Notwithstanding the detail in this job description the job holder will undertake such work as may be determined reasonable by the Line Manager from time to time. 


