
 
 

Job Description 
Lettings Coordinator 

 
Background 
Hurstpierpoint College is a successful independent school, and a significant medium-sized enterprise 
in mid- Sussex with approximately 450 employees and a turnover of some £30 million pa.  It is both a 
stimulating and a pleasant place in which to work.  The College is amongst the most successful 
independent schools in Sussex.  It is co-educational and comprises a Senior School, Preparatory 
School, and Pre Prep with close to 1,300 pupils in all.  Over half the pupils in the Senior School are 
boarders (full or part-time). 
 
Set in 150 acres of splendid grounds, we are proud of the excellent facilities that enable our pupils to 
gain the best from their education.   When these are not in use by pupils, we provide opportunity for 
external organisations to benefit from hiring the facilities which include: 
 
Sport 
• Three full-sized, floodlit and sand-dressed AstroTurf pitches 
• Full-sized 400m grass athletics track (with separate hurdles and sprints tracks, and a throws 

area, two tartan long and triple jump run ups, and a tartan high jump fan) 
• Full-sized sports hall, which includes 6 indoor cricket nets, 9 badminton courts, a full-sized tennis 

court and full-sized indoor hockey pitch 
• 25m (4 lanes) indoor heated swimming pool 
• 13 netball courts including an indoor court 
• 12 AstroTurf tennis courts 
• 9 hard tennis courts 
• 7 senior-sized rugby pitches 
• 6 junior-sized rugby pitches 
• 6 cricket pitches and cricket pavilion 
• 12 artificial cricket nets and 4 cages on grass surfaces 
• AstroTurf multi-use games area 
• Climbing wall with top rope climbs and bouldering sections 
• 2 fitness suites with top of the range cardio-vascular training equipment and resistance training 

weights  
 

Performing Arts Centre 
Drama: The New Bury Theatre opened in 2018 and is a state-of-the-art theatre with tiered seating 
and professional lighting and sound systems. The Theatre is ideal for drama and musical 
performances. There are also a number of specialist drama studios. 
 
Music: Newly extended, the Music centre has a Music Hall, many instrument practice rooms, several 
music classrooms and a fully equipped technology suite. 
 
Dance: The remarkable dance studio is also purpose built with an enviable range of specialist dance 
resources and areas. 
 
  



 

Conference Accommodation 
Offering excellent classrooms, meeting rooms, art studios, specialist science labs, state of the art IT 
suites, a 3-floor library, and extensive outdoor spaces, we are the perfect location for hosting a 
range of events. 
 
We also offer accommodation in our thirteen residential blocks which provide a clean, comfortably 
furnished space in which to rest.  
 
Catering packages are also available for all dietary requirements and served in our traditional dining 
room with its striking high ceiling, wooden benches and historic flags hung from the high walls. 
 
Reporting to 
Chief Financial Officer, with close liaison with the Chief Operating Officer and other key postholders 
within the College. 
 
Overview 
This is a newly created role within this thriving College community. The successful candidate will 
have excellent organisation and customer service skills – liaising with external customers and 
internal stakeholders to ensure that the facilities are promoted successfully and meet the 
expectations of the hirers, whilst balancing the needs of the College. 
 
Role Responsibilities  
1. To co-ordinate, plan, actively promote and run the College’s lettings, functions and events, 

working closely with other support teams. 
2. To co-ordinate the planning, implementation, and day-to-day oversight of the College’s facilities 

for College events, functions, lettings and other activities including the organisation of 
equipment, facilities and catering. 

3. To respond positively to the expectations of the hirers to ensure that the rooms/facilities/ 
catering are provided as required, whilst balancing College needs. 

4. In conjunction with senior staff and Heads of Department, identify and coordinate potential new 
opportunities. 

5. To proactively contact potential new customers and manage client accounts.  
6. To be responsible for maintaining and effectively communicating the calendar of College events 

and external bookings. 
7. Work with the Marketing Department to develop, promote and publicise lettings opportunities. 
8. To co-ordinate all documentation required including hire agreements, insurance, invoicing etc, 

for all events and activities in liaison with the Finance Department. 
9. To arrange room bookings, facilities, equipment and catering/refreshments for meetings and 

events. 
10. To provide a meet-and-greet service, Safeguarding assurance and Health and Safety induction 

for external clients. 
11. To be flexible in response to the needs of clients, which will involve working flexibly (e.g., 

occasional evenings and some weekends may be required). 
12. Respond to requests for information and quotes relating to lettings. 
13. Manage the administrative customer management and booking systems for hire, including 

preparing estimates and quotes. 
14. Resolve any customer issues providing appropriate solutions and alternatives and follow up to 

ensure resolution. 
15. Provide support and call on other administration areas as required. 
  



 

Person specification  
 

Criteria 
Essential/ 
Desirable 

How Assessed 

 

Qualifications 

Educated to A’ Level standard with GCSEs (or equivalent) at grade 
4 or above in Maths and English  

Essential Certificates 

 

Experience 

Good level of experience having worked in an administrative 
and/or customer service role previously 

Essential 
Application 

Form / Interview Previous experience of co-ordinating events or facilities matters   Desirable 

Working in a school or college Desirable 

 

Knowledge & Understanding 

Excellent working knowledge of Microsoft Office, in particular 
Excel, Word and Outlook 

Essential 

Application 
Form / Interview 

Good understanding of and some experience in using systems and 
databases 

Essential 

Good general understanding of facilities or events matters Desirable 

Understanding of the workings of an independent school Desirable 

 

Skills and Competencies 

Excellent interpersonal skills in order to build strong working 
relationships with clients and internal stakeholders.   

Essential 

Application 
Form / Interview 

Excellent open and interactive communication skills. Essential 

Strong customer service skills to identify and deliver to 
requirements. 

Essential 

Ability to work flexibly to meet customer demand Essential 

Excellent organisation and administration skills  Essential 

Strong problem-solving skills. Essential 

Strong written communication ability. Essential 

Meticulous attention to detail and willingness not to take things at 
face value (to question and research) 

Essential 

Proven ability to keep accurate, valid, complete and timely records Essential 

 
 
 
 
 



 

Terms and conditions 
The appointment will be confirmed following six months’ satisfactory probationary period. 
 
This job description is current at the date shown below.  It may be subject to variation by 
management in consultation with you to reflect or anticipate changes in, or to, the job. 
 
Working hours: The post is c. 15 hours per week – all year round. Flexibility is required in line 

with the College’s and hirers’ needs including evenings and weekends, as 
required.  

 
Location: The Lettings Coordinator will be predominantly based at the College.  Some 

remote working is likely to be possible, provided the successful candidate is on 
site at the College to meet clients and staff as required.  

  
Salary:   £9,816 p.a. (£24,540 FTE).  Salaries are reviewed annually. 
  
Annual Leave 30 days holiday per annum pro-rata (inclusive of Public & Bank Holidays and 2 

days given over the Christmas/ New Year period when the College is closed).   
  
Additional benefits: Free lunches are available during the College’s term time, and there is parking 

on site. Membership of the College’s contributory pension scheme with The 
Pensions Trust. The College will double the employees pension contribution 
up to 7½% (i.e. the maximum total contributions will be 22½%). 

  
Employees can subscribe to BUPA private medical scheme. 

  
Closing date:  Friday 3rd December 2021 
 

Candidates are encouraged to apply as soon as possible.  Applications will be 
considered on receipt, and the College reserves the right to withdraw the 
advertisement should a candidate be appointed prior to the closing date. 

 
To apply for this position, please send an application form, your curriculum vitae and a covering 
letter to: Sue Atkinson, Director of HR. 
 
The College is committed to safeguarding and promoting the welfare of children and young people  
and expects all staff and volunteers to share this commitment.  
 
 


