
 

 

Evening and Weekend Lettings / Premises Assistant 

AGFS are pleased to be able to offer an opening for a Lettings and Premises Assistant to 
provide additional support to the school during the evenings and weekends. 

Ark Greenwich Free School 

Described as “among the highest performing schools in the country” (Evening Standard), 
Ark Greenwich Free School exists to empower young people, regardless of socio-economic 
background, to grow and be successful. We provide the very best all-round education and 
nurture a range of talents and skills including through our successful performing and 
expressive arts programme. Our pupils possess huge musical potential and we are eagerly 
anticipating the right candidate to unlock this and bring music to the forefront of our school. 
We are proud of our highly respectful and disciplined community and of the outstanding 
academic outcomes achieved by our pupils. Expectations for all members of our community 
are unashamedly sky high. This is an ambitious and forward-thinking school that encourages 
innovation and values its staff. We work tirelessly to impact the lives of the young people we 
serve.  

 

How is Ark Greenwich different to other schools? 

• We are part of the Ark family of schools and benefit accordingly from out-

standing networking and career opportunities and first class CPD.  

• Staff wellbeing is one of our main priorities. We provide breakfast for staff 
each morning and have a 6pm/weekend work related communication curfew 
to ensure our staff can maintain an effective work/life balance. We do not do 

knee jerk reactions, fads or last minute deadlines. Our systems and processes 

including for communication, pupil marking and feedback and assessment are 
efficient and streamlined and the approaches we take are led by research and 

what we know to work within of our local context.  

• This is a small school model (600 students aged 11-16) because we believe that 

our close-knit community provides the optimum conditions for success.    

• Behaviour for learning is exceptional so our teachers can focus their time on 

the things that matter – planning and delivering brilliant lessons for our stu-
dents.  

• We put high-quality teaching at the heart of what we do. We have 60 mins of 

high quality staff training every week and run coaching for staff. Live coaching 

and current best practice in the field of education is central to our approach.  



• Our students enjoy a compulsory co-curricular program on a Wednesday af-

ternoon which includes a strong focus on community volunteering and we fa-

cilitate 12 drop down days per academic year ensuring our students benefit 
from a range of life enriching experiences. 

• This is a strict no excuses, no mobile phone school.     

 

About Ark Schools 

Ark is a network of high-achieving, non-selective schools and one of the country’s top-
performing academy groups. We run 38 academies in London, Birmingham, Hastings, 
London and Portsmouth educating more than 20,000 pupils. 83% of Ark academies are now 
rated as good or outstanding by Ofsted. 

Our aim is to create outstanding schools that give every pupil, regardless of their 
background, the opportunity to go to university or pursue the career of their choice. 
 
 
To find out more about Ark Greenwich, please visit our website via 
www.arkgreenwichfreeschool.org  
 
To apply please follow the below link to our recruitment portal:  
https://arkcareers.engageats.co.uk/ApplicationForm 
 
 
Closing date: 09:00 Monday 3rd June 2019. Interviews may take place 
before the advertised closing date and the school reserved the right to 
close this advert early should the right candidate be found. Applicants 
are strongly encouraged to apply early for this role.  

 
Ark value diversity and are committed to safeguarding and promoting child 
welfare. The successful candidate will be subject to DBS and any other relevant 
employment checks. 

 

 
 

 

 

 

 

 

 

http://www.arkgreenwichfreeschool.org/
https://arkcareers.engageats.co.uk/ApplicationForm.aspx?enc=mEgrBL4XQK0+ld8aNkwYmL9slZzACs0nizShy2jtpXeZWvG2qqmXxR3naqIzMyLXrUQQTv7A5a9N/AYvGy2JeNEE4N9S+1hRzyr2BxWHf6tEUg3ADl5VLXF35c6ROVlQT76nPXaI96unNhhU0e2QYg==&eoq=1&utm_medium=AtsApplyLink&utm_source=external&utm_term=london-secondary-ark-greenwich-free-school-operations-casual-casual&utm_content=agfs-evening-and-weekend-lettings-premises-assistant&utm_campaign=default-campaign


Job Description 

 

Reports to:   Facilities Manager 

Start date:  As soon as possible 

Salary:  £10.78 per hour 

Hours:   Casual, and as required 

 

The Role 

To facilitate evening and weekend lettings, ensuring that the activities are in compliance with 
the Lettings policy and the lettee requirements. 

Ensure that the academy is kept orderly, safe and in good repair, reporting any Health and 
Safety issues. 

Ensure that the site is locked up and secured after lettings, maintaining security during 
lettings. Undertake basic premises and maintenance tasks and reception duties as required. 

 

Key Responsibilities 

• To oversee lettings during the evenings and ensuring that rooms are adequately set 
up and the condition of the Academy premises is assessed before and after events 
taking responsibility for the health and safety of the hires whilst on the Academy 
premises. 

• To open, lock up and secure the Academy’s premises before and after the lettings, 
following the opening and closing procedure. 

• To proactively deal with any issues so that the lettings process runs smoothly, and 
safety and security are maintained at all times. 

• To undertake reception duties, answering the phone, greeting visitors, ensuring DBS 
requirements are adhered to where required. 

• To undertake minor maintenance tasks around the Academy, ensuring that work is 
carried out safely and to a high standard. 

• To monitor and ensure Health and Safety compliance. To be aware of and 
communicate to users, fire and evacuation procedures. 

• To complete new inductions to the facilities. 

• To complete signing in and out reports for lettings, reporting any discrepancies in 
times of the conditions of the premises.  

• To set up the hall for events and activities as required, including the sound system. 

• To ensure the facilities are ready for learning the following day. 

• To inform the police of any security situations or concerns; in the event of an incident 
complete the relevant accident reporting forms. 



• To undertake general administration tasks when needed. 

• To willingly carry out any reasonable task as requested by a relevant member of 
management 

 

Other 

• To maintain a presence around school to ensure that the highest standards of 
behaviour and site usage are upheld 

• To communicate with staff, students and parents, governors and members of the 
local community as appropriate 

• To be active in issues of staff and student welfare and support 

• To comply with and assist with the development of policies and procedures in 
relation to child protection and health, safety and security, confidentiality and data 
protection, reporting all concerns to an appropriate person. 

• To support with whole school initiatives 

• To undertake training and development relevant to the post and in line with the 
Academy’s priorities 

• The post holder may be expected to assist over holiday / sickness absences of other 
members of the team where available 

• To carry out any other reasonable duty instructed by the Finance and Resources 
Director. 

 

 

 

 

 

 

 

 

 

 

 

 

 



Person Specification: Evening and Weekend Lettings / 
Premises Assistant 

 

Person specification 

 

 Essential Desirable 

Qualifications 

 

• Qualified to work in the UK. 
 

 

Experience 

 

• Proven commitment to continued 
professional development and a 
readiness to reflect and self-evaluate 
to change, improve and develop. 

• Confident preparing practical activi-
ties  

• Flexible to assist with events outside 
of the normal school day 

• Good understanding of Health and 
Safety 

• Experience working in a 
frontline reception 

• Skilled / experienced in 
caretaking and building 
maintenance (desira-
ble) 

•  

Skills • The ability to work in close har-
mony with all staff 

• The ability to follow instructions ac-
curately, but make sound judge-
ments and lead where required 

• Strong interpersonal, written and 
communication skills 

• Strong organisational and time-
management skills 

• Hard working, conscientious and 
accurate 

• Adaptable, flexible and able to work 
with minimum supervision 

• Approachable, calm and caring 

• A commitment to the safeguarding 
and welfare of all students 

 

• Competent user of ICT 

• Passion, resilience and 
optimism to lead day-
to-day challenges while 
maintaining a clear 
strategic vision and di-
rection 

• A firm and constant 
belief in the unlimited 
potential of every stu-
dent and commitment 
to inclusive educa-
tional provision 
 

 

Motivation • An understanding of the importance 
of confidentiality and discretion 

• The ability to take personal respon-
sibility, a readiness to reflect and 
self-evaluate and the ability to 
change, improve and develop 

• Confidence and self-motivation 

• The ability to work under pressure 
 

• Vision aligned with Ark 
and the academy’s high 
aspirations and high 
expectations of self and 
others 
 

Attributes • The ability to be decisive 

• High levels of honesty and integrity 
 

• A sense of humour! 
 

 



 

Expectations of all staff at Ark Greenwich Free School 

 

Every member of staff at Ark Greenwich Free School will pledge to: 

 

1. Uphold the school’s vision, which means… 

• You will be totally aligned to the school’s vision, core purpose, aims and ethos, as 
laid out in the AGFS School Strategy. 

• You will have the moral courage to challenge any behaviour that runs contrary to the 
school’s vision and ethos. 

• You will demonstrate your belief in the potential of all pupils to succeed if given out-
standing teaching and pastoral care. 

• You will work hard and do everything you can to contribute to the Greenwich Free 
School delivering the highest-possible level of education. 

• You will proactively uphold all school policies and procedures with consistency and 
care, maintaining a ‘high expectations’ and ‘no excuses’ approach to pupil (and col-
league) attitude, work and discipline. 

 

2. Model positive behaviour at all times, which means… 

• You will, at all times, act as a role model for pupils with regard to your attitude, be-
haviour, dress, honesty, integrity, courage, language and diligence. 

• You will behave courteously, respectfully and professionally at all times, maintaining 
appropriate boundaries with pupils, parents and other staff. 

• You won’t reveal any confidential information to anyone except colleagues who ‘need 
to know.’ 

• You will ensure that AGFS is a non-smoking, gum-free and litter-free zone. 
 

3. Take responsibility for doing everything you can to enhance our offer to 
pupils, which means… 

• You will proactively look for opportunities to develop pupils’ emotional wellbeing as 
well as nurturing their academic potential – avoiding complacency at all costs and 
actively pursuing an entrepreneurial approach to developing the school. 

• You will endeavour to get to know the School’s pupils as individuals and take an in-
terest in their lives beyond school through regular informal conversations, eating 
lunch with them and accompanying them on school trips and visits. 

• You will build trust-based relationships with your pupils and never behave in a de-
rogatory, intimidating or abusive manner towards any member of the school com-
munity. 

• You will welcome and encourage communication and partnership with parents and 
carers, ideally returning calls and emails on the day of receipt and certainly within 
two school days. 

• You will attend all school assemblies and key school events in the calendar, such as 
parents’ evenings and award ceremonies. 

• You will maintain excellent attendance and punctuality, arriving on site by 07.50 
each day to be in your classroom to greet your pupils at 08.00 (unless your contract 
states otherwise). 

• You won’t engage in any behaviour inside or outside school that could bring AGFS 
into disrepute. This has implications for use of social networking sites, engagement 
in additional employment and recreational behaviour. 



• You will strive to make your own teaching practice as good as possible by enthusias-
tically engaging in school-provided CPD activities and seeking opportunities to ar-
range your own additional CPD, as well as engaging positively in the AGFS Perfor-
mance Management approach. This includes operating an open-door policy, wel-
coming regular observation of and feedback on your practice, and regularly reflect-
ing on how to improve your own practice. 

 

4. Be organised, and help the school be organised, which means… 

• You will read staff notices at the start of every day and pass on notices to pupils as 
required. 

• You will monitor the school calendar and weekly bulletins, to ensure you are aware 
of upcoming or recurring events. 

• You will learn how to make use of the school’s management information system and 
take responsibility for maintaining and making effective use of the data it contains. 

 

5. Dress professionally, which means… 

• You will dress smartly and professionally in formal business attire, in accordance 
with the AGFS staff dress code. 

• You will hide any tattoos from view and limit visible body piercing to one earring in 
each ear. 

 

Other 

• This post is subject to a DBS check 

• The post holder must commit to safeguarding the welfare of children and to 
providing equality of opportunity 


