
The school is committed to safeguarding and promoting the welfare of children and young people and expects all staff and 

volunteers to share this commitment. We take our Prevent Duty seriously and promote British Values at all times.  Equality for 

all children, staff and volunteers is embedded in our ethos, thus meaning discrimination of disability, race, religious beliefs, 

gender, sexual orientation, sexual identity and gender identity is not tolerated. Appointment to this post will be subject to an 

enhanced Disclosure and Barring Service check and satisfactory references.  

 

 

 

 

Person Specification  

Guidance to complete your application 

 
In your application, please demonstrate how you meet the criteria below including all of the key 
competencies. The Shortlisting Panel will reach a decision on whether or not to shortlist you based on the 
information you provide.    

 

School The University of Cambridge Primary School 

Post Site Manager 

Grade SCP 7-11 

 
Selection Criteria Assessment 

Method 
 

Qualifications  
 Good communication skills; written and verbal. 

 NVQ Level 2 or equivalent in Numeracy and Literacy 

 Full, clean driving licence. 

 Previous experience of working in an educational establishment desirable 

 Craft skills e.g. plumbing, electrics, decorating 

 Previous experience in a caretaking role including repairs and maintenance 

 Gardening skills and or experience in managing a large estate including 
allotment 

Application form 
Certificates 
Interview 

Experience, Skills and Knowledge  

 Understanding of the context in which schools are working 

 Understanding of Health and Safety and security issues 

 Ability to understand and apply school policies related to the post, including 
those that relate to pupils safety 

 General knowledge of building maintenance procedures and relevant skills 

 Good communication and interpersonal skills 

 Good written, verbal, ICT and technical skills 

 Ability to work with minimal supervision 

 Good organisational skills- ability to meet deadlines and make decisions in 
emergencies 

 Willingness to undertake personal development and training. 

 Flexibility – prepared to work some hours outside normal working hours 

 Ability to relate well and form good working relationships with staff, governors 
and pupils 

 Ability to maintain accurate records 

 Ability to fault find and resolve 
 

 

Application form 
Interview  
Task 

 



The school is committed to safeguarding and promoting the welfare of children and young people and expects all staff and 

volunteers to share this commitment. We take our Prevent Duty seriously and promote British Values at all times.  Equality for 

all children, staff and volunteers is embedded in our ethos, thus meaning discrimination of disability, race, religious beliefs, 

gender, sexual orientation, sexual identity and gender identity is not tolerated. Appointment to this post will be subject to an 

enhanced Disclosure and Barring Service check and satisfactory references.  

 

 

 

Key Competencies: 

Please demonstrate how you meet the criteria below in section 8b of the application form (please use continuation 

sheets as necessary). 

The Site Manager is expected to demonstrate the following qualities of engagement. 

Organisation and Communication: 

 Is able to efficiently manage own workload consistently, coping with unexpected demands. 

Thinks on feet when unexpected problems arise and priorities workload.  

 Actively communicates to a variety of stake holders. 

 Does not shy away from difficult messages, delivering these in a calm and professional 

manner.   

 Can communicate and adapt style according to the person addressed. 

 Identifies and tackles areas of improvement. 

 Delegates efficiently and reviews progress over-time.  

 Balances all aspects of their role, demonstrating the ability to evaluate and readjust own and 

others workload when demands are stretched.   

Innovation: 

 Quickly attempts to implement new change rather than seeking help guidance immediately 

 Researches problems, have the courage to make possible suggestions for the best way to resolve 

them – knowing that the first solution may not be the right one. 

 Find ways through to overcome obstacles and initiate change 

 Seizes the initiative to do things more effectively 

 Encourages others to suggest better ways of doing things 
 
 
 

Professional Expertise:   

 Analyses, interprets and understands information specific to the area of educational or 

professional expertise 

 Actively seeks challenge from senior colleagues to develop self. 

 Attains the highest level of competence in area of expertise (e.g. subject area, leadership of a 

team, or aspect of school’s work like Lunchtime) 

 Achieves the highest standard of quality in all that they do and is recognised for being a 

consummate professional in their attitude to challenges in school.  

 Identifies and takes appropriate action when educational and professional expertise of team 

members is not at the required standard. Coaches colleagues to develop their understanding and 

raise standards 
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 Delivers work that reflects a good breadth and depth of knowledge of technical and professional 

standards 

Inclusive Relationships:  

 Take proactive steps to become aware of the diversity within the school community 

 Makes initial recommendations to leadership on a solution which addresses an inclusive need. 

 Inspires confidence and trust of all members of the diverse community 

 Builds excellent rapport with all 

Developing Self and Others:  

 Gives and seeks regular, open and honest feedback to enable growth and improvement on all 

levels.  

 Takes the opportunity to work outside own comfort zone – eg public speaking.  

 Takes initiative to create own professional goals and makes time for development.  

 Learns from others, seeks coaching where appropriate and trusts the professional feedback; 

openly receives this with the understanding for potential personal growth.  

 Expresses genuine appreciation and gratitude from the contribution of others.  

 Undertakes constructive reviews identifying clear development needs of others.  

 Plans future work, giving others the opportunity to try new things to enhance skills.    

Leadership: 

  Is clear and realistic about what can be achieved and by when 

 Briefs team about projects, events and initiatives 

 Ensures staff are aware of, and meet their deadlines, trusting them to deliver 

 Is able to offer constructive feedback to individuals in order to help them improve their 
performance, learning and development 

 Aligns personal expectations with the wider school strategy, pressures and dynamic 

 Sets a positive example by living the school’s values 

 Regularly updates and consults with the team taking views into account and presenting ways 
forward to senior colleagues 

 


