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Person Specification

	Job Title: 
	Site Manager
	Salary: Grade 5

	Location: 
	Meadow Park School
	Hours: 37 hours, all year round


	
	Job Requirements

	Knowledge of


	· Understanding of budget holder responsibilities

· Managing, motivating and supervising a team to meet deadlines and appropriate standards

· Awareness and understanding of the importance of equality of opportunity in service delivery

	Skills and Abilities


	· Ability to lead a team and work as part of a team

· Able to liaise and communicate confidently and effectively to provide information/guidelines and instructions appropriately

· Ensure the site is always kept in excellent condition

· Ability to undertake minor repairs and maintenance work including carpentry, plumbing, and general handyman duties

· Ability to complete and maintain appropriate records

· Good written communication and numeracy skills

· Ability to be able to identify and implement new procedures

· Ability to work in a school environment

· To undertake and/or contribute to training and be involved in the development of staff

· Willingness to promote and adapt to requirements of new technology and new initiatives 

· Ability to work effectively with minimum supervision

· Ability to prioritise and manage conflicting work-loads and achieve deadlines

· Maintain a professional relationship with staff and students, maintaining confidentiality and discretion at all times

· To be calm under pressure to seek appropriate solutions

· To respond quickly and effectively to emergencies or disruptions

· To produce staff hand-outs and guidelines

· To monitor and refine current defined procedures and implement appropriately



	Educational and Experience
	· Good level of general education

· Supervisory skills

· Proven site experience, preferably though not essentially within an educational establishment



	Special Requirements
	· This post is exempt from the provisions of the Rehabilitation of Offenders Act 1974. 

· A Criminal record Disclosure will be required prior to appointment




