
CHATSMORE CATHOLIC HIGH SCHOOL 
 

JOB DESCRIPTION 
 
 
JOB TITLE  Administration Assistant & Lettings Co-ordinator 
 
GRADE 4 Point 5-6, depending on experience - £18,795 to £19,171 pro rata, 

term-time only plus 5 INSET days.  
8.00 -13:15 Monday - Friday (includes 15 minute break each day)  

 
POST ACCOUNTABLE TO  Office Manager/ (Admin) Business Manager (Lettings and Finance) 
 
POSTS ACCOUNTABLE FOR  None 
 
OTHER MAJOR CONTACTS  Business and Finance Assistant 

School staff 
Students 
Parents 
Governors 

 
GRIEVANCE OFFICER   Headteacher 
 
ADMINISTRATION DUTIES – 5 Hours per day (4 days per week) 
 

1. To provide secretarial and administrative support to a busy office. Duties will include; 
 

 Answering the telephone and making calls as requested  
 

 Recording student information, using SIMS software, including scanning documents 
 

 Supporting the head teachers PA with admin duties using word (including mail merge), excel 
and power point, creating in house booklets/newsletters etc. 
 

 Photocopying and laminating documents 
 

 Filing student records 
 

 Covering front reception and student reception, as directed by the Office Manager 
 

 Receiving deliveries and storing general items away in an orderly manner 
 

 Preparing and franking post 
 

 Providing hospitality to visitors  
 

2. To cover first aid in the absence of the Welfare Secretary (training will be offered if required) 
 

3. To support the Welfare Secretary when required 
 

4. To maintain a safe and effective working environment 
 

5. To be aware of and adhere to all school policies and procedures  



 
6. To promote the image of the school, maintaining high standards of personal appearance and adopting 

a friendly but professional approach to the public  
 

7. To maintain confidentially at all times 
 

8. To undertake other duties as specified by line manager or head teacher which are appropriate to the 
level and general responsibilities of the post 

 
LETTINGS CO-ORDINATOR – 5 Hours (one day per week) 
 
In liaison with the Business Manager: 
 

1. Manage and promote the evening and weekend use of the school and sports facilities to increase usage 
and revenue generation 
 

2. Manage the school’s Lettings programme ensuring that a balance is made between school needs and 
lettings  
 

3. Keep the Lettings diary up to date with all bookings, liaising closely with the PE department, Exams 
Officer and the Headteacher’s PA in order to co-ordinate the lettings activities with the school’s needs 
 

4. Maintain records of hirers including booking forms, conditions of hire and insurance documents ensuring 
all are up to date and accurate 
 

5. Develop and manage the bookings system and ensure registers of users are maintained to enable 
accurate billing  
 

6. Communicate bookings to the Business Manager and Premises Team  
 

7. Ensure all keys to the facilities are signed out at the start of any letting agreement and returned at the 
end 
 

8. Liaise with hirers and ensure customer satisfaction and elicit feedback on the customer experience. To 
deal with problems and issues arising from Lettings  

 
9. Review the schools website with regards to Lettings  

 
10. Build relationships with Partners and community groups  

 
11. Ensure that all customer enquires/complaints are dealt with and recorded both promptly and effectively  

 
12. Work with the Finance Assistant to produce reports of financial results for the Governing Body 

 
13. Liaise with the Finance Assistant in order to produce regular invoices and keep track of payments 

received 
 

14. Resolve credit control issues in conjunction with the Finance Assistant 
 

15. To support the Business Manager with admin duties 
 

 


