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Night Porter (Residential)

	Business/Contract/Department:
	Sussex Estates and Facilities (University of Sussex)

	Job Title:
	Night Porter (3 shifts on 3 shifts off 19.00-07.00) 

	Reporting to (position):
	Building Manager  




	Objectives and Responsibilities

	
Porters provide front-line support to students and visitors by handling enquiries, carrying out minor maintenance, assisting residents and guests, and undertaking cleaning, patrolling, and related duties. They represent the University by offering a warm and welcoming presence, ensuring a high standard of service, conduct, and professionalism at all times while on duty and on University premises.


	

	Main Duties

	Reception & Customer Service
Provide front‑desk support to staff, students, visitors, and contractors, handling queries, giving directions, and maintaining a friendly, efficient reception environment. Manage daily post distribution, parcel logging, notifications, and ID‑verified collection using StarRez.
Deliveries & Stores
Receive deliveries for the residence and housekeeping stores, keeping storage areas clean and organised. Move and install furniture and equipment safely, assisting others when needed.
Maintenance & Repairs
Record and investigate maintenance issues, completing minor repairs (e.g., bulbs, blockages) and reporting complex issues to the Helpdesk with full details. 
Keys & Access Control
Manage all student and visitor keys. Update StarRez and SharePoint records, respond to lockouts.
Safety & Security
Ensure building security by keeping doors/windows secured and reporting suspicious activity. Attend fire alarms, support security services, and replace fire blankets/CO detectors as required.
Student Check‑in/out & Room Management
Liaise with Housing Office on arrivals/departures, update StarRez, and inspect rooms for damages or missing items before and after occupancy. Follow up on unreturned keys and no‑shows.

Incident Reporting & Student Support
Complete StarRez incident reports and notify managers of accidents or welfare concerns. 
Cleaning & Grounds Care
Maintain clean and tidy reception, office, public areas, and immediate outdoor surroundings. Washing housekeeping cloths overnight and carrying out light cleaning duties, including toilets, noticeboards, bins, litter picking, and seasonal tasks like gritting.


This Job Description sets out current duties of the post that may vary from time to time without changing the general character of the post or the level of responsibility entailed. 



	




	Person Specification

	
· Committed to delivering consistently high standards of customer service.
· Holder of valid SIA licences with a responsible and professional approach.
· Clear, concise, and timely communicator, both verbally and in writing.
· Confident and competent PC user with strong administrative capability.
· Tactful, flexible, and able to work effectively with young people and the public.
· Strong interpersonal and pastoral care skills, delivered with professionalism.
· Able to work under pressure and remain calm in challenging situations.
· Experience performing minor maintenance tasks.
· Physically capable of moving loads up to 15 kg in line with health and safety guidelines.
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