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Lilycroft and St Edmund’s Nursery Schools’ Federation                                                                                                                                                                                          
PERSONNEL SPECIFICATION                       
POST TITLE: Site Manager  
	
	Essential
	Desirable
	How identified

	Education/ Qualifications
	· Good literacy & numeracy skills

· Good communication skills

	· GCSE or equivalent in English and Mathematics

· Basic ICT skills
· Attendance at courses related to cleaning, health & safety and site management

	· Application form.

· References.



	Experience
	· Caretaking, cleaning and premises management

· Use of general cleaning equipment

· Working as part of an effective team

· Dealing with Contractors
· COSHH Qualification (or to be taken within 3 months of start date)


	· Working within a education setting
· Use of security systems
· Use of commercial cleaning equipment

· Use of commercial site maintenance equipment
· Use of health & safety compliance system

· Managing staff

	· Application form.

· References.

· Interview

	PHYSICAL
	· Capability to lift and carry items
· Ability to with stand reasonable amounts of pressure.
	
	· Application form.

· References.

· Interview.



	Knowledge and understanding
	· Understanding of the basic principles of site management

· Understanding of the importance of Health & Safety

· Techniques for the repair of damaged or defective equipment or resources

· Detailed knowledge of joinery, plumbing, electrical, decorating and repair procedures.

· Detailed knowledge of all policies, procedures and regulations relevant to the role.

· Knowledge of cleaning procedures required to meet specified cleaning standards.

· Will possess knowledge of the use of ICT and other specialist equipment/resources with willingness to participate in development and training opportunities.

· Ability to self-evaluate learning needs and actively seek learning opportunities.

· The ability to relate well to children and adults.
	· Specific knowledge and understanding of premises issues: security, Health & Safety, heating systems, building construction, COSHH regulations & the preparation of Risk Assessments
	· Application form.

· References.

· Interview

	Skills
	· Communicate effectively (both orally and in writing) to a reasonable standard.
· Use practical skills to improve the site and buildings
· Use basic power tools and other equipment to make repairs and improvements
· Deal with emergencies and problems in a positive and systematic manner

· Work alone when required, showing good self-motivation.

· To be able to carry out general repairs without guidance

· To follow and comply with instructions on equipment and/or materials usage

· Ability to work to deadlines and to manage own work effectively
	· Assess the quality of others’ work, and support and advise where necessary

· Anticipate and reduce risk where possible

· Develop more efficient and cost-effective ways of working;

· Managing a budget/building project
	· Application form.

· References.

· Interview

	Personal characteristics
	· Flexibility regarding working hours/pattern and willingness to work outside of normal hours when required. (including some weekends)
· Willing to undertake relevant training

· Hard-working

· Honest

· Practical

· Reliable

· Use of initiative 

· Ability to adapt to a variety of situations
	
	· Application form.

· References.

· Interview

	Other requirements
	· Current driving licence and use of own vehicle
	
	· Application form.

· References.

· Interview
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