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EMSLIE MORGAN ACADEMY

	JOB TITLE
	Site Manager

	GRADE
	G

	LOCATION OF WORK
	Emslie Morgan Academy 

	RESPONSIBLE TO
	Business Manager 

	HOURS OF DUTY
	36 hours, 52 weeks



	EXPERIENCE
	E = Essential

D = Desirable

	· Supervisory experience
	E

	· Working to procedures and standards
	E

	· Ensuring healthy environment for staff and pupils
	E

	· Safe use and storing of equipment and materials.
	E

	· Ability to motivate staff
	E

	· Working as part of a team
	E

	· Previous experience in relevant field
	D

	SKILLS & ABILITIES

	· Knowledge of policies and procedures for security, alarm systems, health & safety, minor repairs and maintenance, supervision of contract and cleaning staff 
	E

	· Checks of systems such as heating and security
	E

	· Good interpersonal and communication skills
	E

	· Operating equipment and minor repair work
	E

	· Allocation of work to other premises staff
	E

	· Make decisions within procedures, plans work and can deal with unexpected problems
	E

	· Responsibility for security of school premises
	E


	EDUCATION / QUALIFICATIONS/ KNOWLEDGE

	· National Qualification Level 3 (or equivalent) or working towards
	D

	SPECIAL REQUIREMENTS
	

	· Regular physical effort such as bending and stretching, pulling or pushing cleaning equipment
	E

	· Occasional intense effort required, such as moving or lifting furniture
	E

	· Occasional cash handling
	E

	· Designated key holder for locking and unlocking premises


	E

	· Ordering and stock control of a range of equipment and materials
	E

	· Indoor and outdoor work


	E

	· Ability to use initiative
	E

	· Ability and willing to attend training courses when required to do so
	E


PERSON SPECIFICATION
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