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PRIORY INFANT SCHOOL

PERSON SPECIFICATION FOR Site Manager
	
	Essential
	Desirable

	Qualifications
	· Level 2/3 Diploma (or equivalent) and proficient technical and practical skills.
	L

	Experience
	· Previous relevant experience
	

	Knowledge and Skills
	· Use of wide range of machinery/equipment eg kitchen, cleaning, gardening and general maintenance

· To organise others and own workload in order to achieve the job

· Ability to identify changes required to work routines and act upon them in liaison with supervisors, clients and others as relevant

· Ability to maintain accurate and timely records as required by the role eg diaries, contractors’ schedules, etc.

· Ability to deal with everyday problems and to identify which problems should be referred to line manager

· Ability to monitor job activities as required by the role
· Ability to understand information and advise and liaise with others accordingly

· Ability to be receptive to information being communicated (which can be non-verbal), contribute to its interpretation and pass on to others as appropriate

· Has written and numeric skills in order to complete more detailed records and reports

· Ability to listen, observe and contribute to discussions as required for the role eg  safeguarding, work plans, etc.

· Ability to communicate using information technology as required for the role

· Knowledge and expertise in minor maintenance and repair

· Knowledge of financial/ordering/monitoring procedures as required

· Knowledge of how own job fits into the activity and role of the area/site

· Understands and able to apply Health and Safety procedures relevant to the job such as:

· Manual handling; 

· safe use of machinery and/or equipment;

· COSHH ; 

· First Aid and Hygiene Practice;

· lone working procedures and responsibilities

· Able to recognise and to deal with emergency situations

· Will need to undertake training to keep knowledge up to date
	

	Qualities and Attributes
	· Commitment to promoting the ethos and values of the school and getting the best outcomes for all pupils

· Commitment to acting with integrity, honesty, loyalty and fairness to safeguard the assets, financial probity and reputation of the school

· Ability to work under pressure and prioritise effectively

· Commitment to maintaining confidentiality at all times

· Commitment to safeguarding and equality

· Embraces change well

· Deals with difficult situations effectively

· Able to work flexibly and out of school hours as required
	


Notes:

This job description may be amended at any time in consultation with the postholder. 

Last review date:
Next review date: 

Headteacher/line manager’s signature:







Date: 
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