PERSON SPECIFICATION
                                
Job Title:  Site Manager

	
	Selection Criteria
Essential
	Selection Criteria
Desirable
	How Assessed

	
Education & Qualifications







	
Relevant qualification or significant practical experience in premises, facilities, estates, maintenance or site management 

Relevant Health & Safety training	
Asbestos Awareness training

Evidence of commitment to ongoing professional development and relevant training
	
Driving licence free from significant endorsement


Willingness to gain First Aid Certificate

COSHH training	
	

Legionella Awareness training	
	
AF / I




AF / I


AF / I


AF / I


	
Experience
	
Experience of working in a site, premises, facilities, maintenance or caretaking role		





Experience of maintaining a safe, secure, clean and well-presented environment		


Experience of undertaking routine site inspections and identifying maintenance or Health & Safety issues			

Experience of working with and managing external contractors and service providers		


Experience of maintaining accurate records relating to premises, maintenance and compliance







Handy person or DIY experience to undertake general building maintenance and minor repairs, including the use of associated hand and power tools

Experience of completing paperwork, maintaining records and producing straightforward reports

	
Experience of supervising staff, giving instructions, and ensuring tasks have been completed to deadlines and required standards

Experience of monitoring external contractors/ specifications

Experience of working in a school or other educational environment	
	
Experience of monitoring or managing premises-related budgets and obtaining quotations


Experience of communicating and exchanging information with a range of audiences, including giving advice and guidance to others on a range of health & safety issues
	
AF / I



AF / I



AF / I




AF / I




AF / I






AF / I









AF / I





AF / I



	
Skills & Abilities
	Basic ICT skills to enter data into a computer and keep straightforward records




Ability to respond calmly to emergencies




Able to undertake some tasks which need some physical effort and fitness appropriate to the duty, including being able to work at heights (after training)

Excellent organisational and time-management skills		

Ability to prioritise tasks		

Ability to work independently and use initiative		

Good verbal and written communication skills		

Ability to establish and maintain positive working relationships with staff, pupils, families, contractors and visitors		

Ability to work effectively as part of a wider school team		

	Problem solving skills and can use judgement to interpret information and make recommendations/ decisions for action

Organisational skills to prioritise own work and to work to deadlines / to work on own initiative


Ability to manage small building projects and associated small 
building/maintenance project budgets


	
AF / I





AF / I





AF / I





AF / I


AF / I


AF / I


AF / I


AF / I




AF / I


	
Knowledge
	Understand and recognise the importance of ensuring a secure and safe environment for children and young people 



Understanding the importance of safeguarding and confidentiality to protect pupils


Knowledge of safe working practices and risk assessment 




Knowledge of fire safety and emergency procedures		



Knowledge of building maintenance and general premises management		

Understanding of security procedures and the importance of maintaining a secure school site

	Knowledge of a range of health & safety procedures, e.g. COSHH, including moving, lifting and handling regulations 

Knowledge of a range of cleaning procedures required to meet specified standards

Knowledge of the planning and implementation of service level agreements

Knowledge of COSHH and safe storage and use of hazardous substances	
	
Knowledge of statutory compliance requirements relating to school premises

	AF / I






AF / I




AF / I





AF / I




AF / I



AF / I




	
Work circumstances
	
To be able to be the main key holder

Reliable, punctual and conscientious		

Proactive, flexible and willing to respond to the changing needs of the school		

Able to work independently and take responsibility for the day-to-day management of the site		
Able to work flexibly, including occasional, evenings or weekends when required			

Demonstrates a positive attitude and takes pride in maintaining high standards		

Demonstrates commitment to the Christian ethos, vision and values of Dawpool CE Primary School		
Willingness to undertake relevant training and professional development		

Willingness to support the wider life of the school community		
Satisfactory enhanced DBS and other required safeguarding and pre-employment checks
	
	
AF / I


AF / I


AF / I



AF / I



AF / I



AF / I



AF / I



AF / I



AF / I







Abbreviations: AF = Application Form; I = Interview.




[bookmark: _jdvc1jydkqn]
[bookmark: _zcak3d47g8d5]Key Personal Qualities
The successful candidate will be:
· Proactive and solution-focused, identifying issues early and taking appropriate action.
· Reliable and trustworthy, with a strong sense of responsibility for the safety and security of the school.
· Practical and resourceful, with the confidence to undertake a wide range of maintenance and site-related tasks.
· Organised and efficient, able to manage competing priorities and maintain accurate records.
· Approachable and professional, developing positive relationships with pupils, staff, families, contractors and visitors.
· Calm and resilient, particularly when responding to emergencies or unexpected situations.
· Committed to high standards, taking pride in the appearance, cleanliness, safety and security of the school environment.
· Committed to safeguarding, recognising that everyone working within school has a responsibility for keeping children safe.
· Committed to the Christian vision and values of Dawpool CE Primary School, contributing positively to a caring, inclusive and welcoming community.

