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Title of Post:  Lettings Administrator  

Reporting to:  Lettings Manager  

Salary:  £13.45/hour (Real Living Wage)  

Hours:  Full -Time, 35 hours per week  

Place of work:  The Briggait, 141 Bridgegate, Glasgow, G1 5HZ  

Start date:  Immediate  

  

Closing date:  Thursday 21 May 2026 at 11.59pm  
 

 

 
We are Wasps - Scotland’s provider of creative spaces , est 1977  .  
 
We are looking for a  full time Lettings Administrator & Receptionist to assist our Lettings Manager 
with the seamless administration of our studios - from application, through our waiting list to 
welcoming new tenants into our buildings. The role also includes receptionist dut ies at our Head 
Office at The Briggait, providing friendly pro -active support to tenant and visitors.  
 
The role is exciting and varied - it would suit a highly organised person with excellent problem -
solving  skills and a desire to work on the front line of supporting Scotland’s creative community.  
 
If this sounds like the role for you, apply to us online before the closing date. If you have questions 
about the role, you can contact me using the details below.  
 
_____________________________________  
 
 

 

Louise McGunnigle  
Lettings  Manager  
 
recruitment@waspsstudios.org.uk  
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about 
wasps  

Wasps is a Creative Land Trust for Scotland, a non -profit organisation that secures and 

preserves long -term workspace for artists, makers, designers, and other creative 

professionals. By acquiring property through purchase, long -term lease, or donation, we  

permanently remove land from the market, protecting cultural and architectural heritage and 

insulating creatives from displacement due to commercial rents to safeguard affordability for 

creative communities that have often been a catalyst for urban regene ration as well as 

developing bespoke space for creative industries.  

 

our mission  

To claim and steward space in Scotland for creative, and civic use, developing and 
holding it in trust so that artists and creativity can thrive, and places are cared for 
collectively over the long term.  

our vision  

Our vision is of a Scotland where space is increasingly held in trust as a shared 
resource, enabling thriving creative communities, delivering long -term public benefit, 
cultural sector resilience, and care for the environment.  

our values  

• Stewardship - We care for buildings and land for the long term, respecting 
past, present, and future generations, and caring for the natural world.  
 

• Common Good - Spaces are held outside the commercial market, for public benefit, 

ensuring creativity and culture can flourish for everyone.  

• Creativity & Access - We champion artists, makers, creative and cultural workers, 

ensuring that creative opportunities, spaces, and resources remain accessible and 

affordable.  

• Independence - We protect space for creatives to be bold and take creative risks. 

Our model is resilient and self -sustaining, securing spaces and programmes.  

• Place -Based - We reflect Scotland’s landscapes, histories, and ecologies, 

embedding environmental responsibility, wellbeing and local knowledge.  

• Collaboration - We believe lasting impact comes through partnership  - working 

openly with artists, communities, enterprise, landowners, educational and public 

bodies.  
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With 18 sites across Scotland, Wasps supports over 1,000 creatives . Recently we have 

developed the Clydeside Halls in Glasgow, which will be the focus of a new trading offer 

which supports our income generation and artistic or community programmes going forward. 

It is an exciting time to join a motivated team to support the development of new offers and 

structures which will meet the opportunities for the charity in the coming years.   

 

our people and culture  
 

Wasps is managed by a small but dedicated team across Scotland. We currently employ 24 

staff, many of whom are part time, led day to day by our Senior Management Team.  

 

As part of the recruitment process, we are keen to understand how you align with, and how 

you can support, our shared values . 

Equalit y, diversity and inclusion is central to what we do. We aim to champion diversity across 

all areas by supporting artists and creative practitioners in the buildings we manage and 

support the communities in which they are based; in our recruitment and our pe ople 

processes; in our Board representation, accessibility and communications.  

We welcome applications from candidates from all backgrounds and experiences and  

particularly encourage applications from those backgrounds under -represented in our 

industry. The place of work  is wheelchair accessible . 

 

We foster a culture of shared values which aims to promote collaboration and dynamism and 

celebrates shared success and innovation.  

  

Archi -fringe - photo by Lindsey Mackenzie Parker  



Page 5   
OP01/01  

key responsibilities  
 
The principal duties  of the role are below, but this is not exhaustive . The role integrates Lettings 
Administration and Reception duties together, requiring strong organisation and prioritisation 
skills to manage competing tasks without defined days for each aspect of the role . 
 
Lettings Administrator duties:  
 

1. Administer and process  applications to the waiting list , including the initial 
triaging/assessment  of applications, giving advice to applicants on the process  
and acting as the first point of contact for queries.  

2. Maintain lettings and tenant information on various data systems including our 
CRM database.  

3. Manage the shared lettings team email inbox and answer initial phone enquiries 
about lettings and available spaces.  

4. Send regular communications to the waiting list as suitable spaces become 
available, and carry out routine revalidation of those on the list to ensure it stays 
accurate.  

5. Provide statistics, KPIs and reports to the Lettings Manager when requested.  

6. Maintain up to date studio availability listings on our website and on various 
external listing platforms.  

7. Work with the Highlands Property Manager to administer and process 
applications for our two live/work residency spaces.  

8. Provide support with tenant onboarding/offboarding at our Glasgow properties 
when requested, such as key collections, inductions, post -occupancy checklists.  

9. Administer telephone and broadband orders with our external suppliers on 
behalf of incoming tenants.  

10. Attend and minute internal lettings meetings.  

11. Any other lettings task as directed by the Lettings Manager . 

 
Reception ist duties: 

 
1. Provide  a warm welcome  to tenants,  clients , visitors and contractors, offering 

support, information and guidance as required.  

2. Answer a share of general phone enquiries to the organisation (shared across all 
regional receptions) and manage our main enquiries email inbox.  

3. Maintain  positive  and open working  relationships  between  Wasps  and  our 
tenants, including sending building/region -wide update emails and keeping our 
noticeboards and signage up to date.  

4. Administer meeting  room bookings for properties in the Glasgow and West of 
Scotland region.  

5. S ort/ direct  incoming  mail  and arrange to post any outgoing mail.  

6. Act as a designated Fire Warden and First Aider  (training provided).  
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7. Keep the office tidy and well stocked with stationery/sundries.  

8. Attend and minute internal meetings when required.  

9. Provide sickness/holiday cover for our reception at South Block (a short walk 
away)  as required . 
 

General duties:  

1. Understand and actively contribute to  our safety culture  and work always with 
Health & Safety as your top priority.  

2. Work in line with our objectives and policies around EDI (Equality, Diversity and 
Inclusivity) , Net Zero  and Safeguarding.  

3. Understand and promote our shared organisational values and ethos.  

4. Any o ther duties  as  instructed  by the Senior Management Team  

 

 

skills and attributes  
 

As  first point of contact  for visitors and both tenants and potential tenants , the Lettings 

Administrator & Receptionist  is  a vital role for the smooth running  of our property function .  

 

To be suitable  for this role you must  have the following  values,  attitude and experience:  

 

Essential  

• Previous  experience  in administrative/reception  role 

• Good  timekeeping  and attendance.  

• A friendly  and  welcoming  manner 

• Smart  appearance  and excellent  face  to face  customer  service  skills  

• Good  organisational  skills  

• Computer  literate 

• Assertive  and able to problem solve  

• Some  flexibility  of working  hours  to cover  holidays  and  additional  hours  as  required 

• Flexible  and  positive  approach  to your work and  assisting  Wasps  and  our tenants 
 
Desirable  

• An interest in visual arts, design and creative industries  
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employment particulars  
 

Employer: Workshop & Artists Studio Provision (Scotland) Limited  

Location: The Briggait, 141 Bridgegate, Glasgow, G1 5HZ  

Hours:  Full -time, 35 hours per week - Monday to Friday, 9am -5pm with a one -hour unpaid 

break for lunch.   

Rate of pay : £13.45 per hour  

Proposed Start Date: Immediate, as soon as possible  

Contract Term: Permanent  

Probation:  The appointment is subject to completion of an initial six -month probationary 

period.  

Holiday  Entitlement : Full time  staff receive an enhanced allowance of 37 days per year, 

which includes 12 public holidays .  

Employer’s Pension  Contributions:  The post holder will be auto enrolled into Wasps ’ 

pension scheme. Ther e is an employer contribution of 3% , subject to minimum employee 

contribution  of 5% . 

Sick Pay:  Wasps pay s Statutory Sick Pay during all probationary periods. After this period, 

you will  receive Company Sick Pay  in line with our organisational policy.  

Hybrid Working: This role is not eligible for hybrid working.   

Travel: Travel may be required around Scotland on rare occasions . Where we have asked you 

to travel for business purposes  as part of your role , we will cover the cost of travel in line with 

our company policy.   

Other Benefits : Employee Assistance Programme from day one and Death in Service 

Insurance (paid at three times your annual salary) after 6 months.  

References: All offers of employment are subject to satisfactory professional references . 

Contact details for referees are requested at the point of application. Please note that we will 

not contact your referees until after a  conditional offer of employment is made. Email 

addresses provided for referees should be a business /corporate  email address . 

Right to work: Applicants must have the righ t to work in the UK  – all confirmed offers of 

employment remain conditional on providing evidence  of eligibility  on your first day . 
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how to apply  
 

 

Please apply online for this role  
at waspsstudios.org.uk/job/lettings -
administrator -receptionist/  
 
Deadline:  Thursday 21 May 2026 at 11 .59 pm 

 
 

Application Instructions:  

We will ask you to provide an ‘application statement’ and upload a CV. The application 

statement is equivalent to a covering letter and  should explain how your experience and skills 

match the requirements of the role, and how our values align. Please include the names, 

phone numbers and email addresses of two referees - one of whom should be your current or 

most recent employer. We will n ot contact your referees until an offer of employment is made, 

and only then after confirmation from you.   

Next Steps: All applications will be acknowledged, but we can’t provide an update on your 

application until our panel has met to review all applications, which will be after the closing 

date. We will respond to all applications to advise you of the outcome.  

Equal Opportunities Monitoring: In our acknowledgement email, we will provide a link to 

complete an anonymous Equality, Diversity and Inclusion monitoring form. We record which 

vacancy your form submission relates to, to help us understand the reach of different roles, 

but your information is stored separately to your application with no personal identifiers.  

Interviews :  We expect to hold interviews on Thursday 4 June . The interview venue has level 

access from the street and accessible WC facilities. If you are invited for an interview, we will 

ask you whether any adaptations are required to make the venue or process accessible to 

you. 

Discussion about the role: If you have any questions or would like to talk to someone about 

the role or any aspect of the appli cation, please send an email t o 

recruitment@waspsstudios.org.uk  in the first instance.  

If you cannot apply online: If you are unable to apply online, w ritten applications can be 

posted to us , ensuring it arrives by the closing date, to:  

HR ( Private & Confidential), Wasps, The Briggait, 141 Bridgegate, Glasgow, G1 5HZ.  

Data Protection : By submitting your completed application form you are giving your consent 

to your data being stored and processed for the purposes of the recruitment process, equal 

opportunities monitoring and your personnel record if you are the successful candidate. 

Per sonal data will be managed in compliance with the UK General Data Protection 

Regulation ( UK GDPR).   

mailto:https://www.waspsstudios.org.uk/job/lettings-administrator-receptionist/
mailto:https://www.waspsstudios.org.uk/job/lettings-administrator-receptionist/
mailto:recruitment@waspsstudios.org.uk
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To request this document in an alternative format, 
email recruitment @waspsstudios.org.uk or phone 
0141 553 5890  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

The Briggait  
141 Bridgegate  
Glasgow  
G1 5HZ  
 
waspsstudios.org.uk  
info@waspsstudios.org.uk  
 

 

The Wasps Trust is a charity registered in Scotland (SC022115). Workshop & 
Artists Studio Provision (Scotland) Limited is a charity registered in Scotland 
(SC001351). It is also a company limited by guarantee registered in Scotland 
(SC062117). Wasps Creati ve Industries C.I.C. is a community interest company 
registered in Scotland(SC383609). The registered office for the above 3 
entities is: The Briggait, 141 Bridgegate, Glasgow, G1 5HZ.   
 

 


