

	
	


	Area
	Description


	Knowledge:
	· Knowledge of Health and Safety and related Compliance in a school environment.



	Skills and 

Abilities:
	· Ability to prioritise workload and manage competing demands

	
	· Strong organisational skills and time management skills

	
	· Clear written & verbal communication

	
	· Ability to maintain accurate and detailed records

	
	· Safeguarding knowledge

	
	· Problems solving and practical decision-making ability 

	
	· Ability to complete written records, reports, logs, and correspondence for senior leaders, including the Headteacher

	
	· Ability to communicate effectively with staff, pupils, parents & all external agencies in a professional and approachable manner

	
	· Numeracy skills sufficient to manage stock control, deliveries, measurements, and basic budget monitoring

	
	· Good understanding of Health and Safety legislation, procedures, and best practice, including risk assessments, COSHH, and emergency procedures

	
	· Ability to follow and enforce agreed procedures, policies, and regulations relating to heating, cleaning, ordering, and site security

	
	·  Physical ability to undertake manual handling tasks and general site duties where required



	Skills and 

Abilities (continued):
	· Ability to identify areas of the site requiring repair, maintenance, or improved standards and take appropriate action

	
	· Ability to operate and oversee the safe use of cleaning and maintenance equipment

	
	· Experience of managing premises related budgets and securing value for money

	
	· Preparing documentation for inspection, audit or local authority review

	
	· Able to identify areas where repair/cleaning is required and is not up to the standard expected.


	Experience:
	· Background in a school or similar environment 


	Educational:

Essential
	· IT literate and proficient in the use of computerised systems (Microsoft Office, Spreadsheets, compliance software and digital record keeping)

	
	· Evidence of knowledge of school systems and procedures

	
	· Demonstratable experience of the management of Health & Safety compliance in the workplace

	
	· Evidence of ongoing professional development relevant to premises or facilities management.

	Desirable 
	· Health & Safety qualification (e.g. IOSH managing safely or equivalent)

	
	· PAT Testing

	
	· First Aid

	
	· City & Guilds Electrical Qualification 

	
	· Fire Marshall training


	Personal qualities 
	· Reliable, flexible

	
	· Able to work independently, while also following direction from SLT

	
	· Committed to maintaining high standards of cleanliness, safety and security across the site

	
	· Discreet and trustworthy, with clear understanding of confidentiality

	
	· Willing to become involved in the wider life of school

	
	· Self-motivated 


	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.
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Earlsdon Primary School








  Job Title:	      Site Services Manager			    Job Number:    L3032D





  Directorate:  Children, Learning & Young People	    Post Number:   





  Service:	       Services for Schools			    Grade: 5





  Location:       Earlsdon Primary School








