MURRAY PARK SCHOOL
Person Specification

Assistant Facilities & Lettings Manager
	Essential Criteria
	Essential/Desirable



	Experience
●  Knowledge of Health & Safety regulations and how they apply to school environment.
●  Knowledge and experience of premises management and cleaning standards.
· Understanding and maintaining security of a public building.
· Experience of managing a team, instructing and communication expectations.
· Experience of negotiating contracts and dealing with contractors on Site.
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	Qualifications/Training
●  Health & Safety

●  Asbestos Awareness

· Educated to GCSE level
· IT qualification
· Maintenance related qualification


	D (will be expected to complete the qualification)
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	Knowledge/Skills
Excellent literacy and numeracy skills

Excellent IT skills including Microsoft packages

Good communications skills and interpersonal skills (oral and written)
Ability to be pro-active by creating or controlling a situation rather than just responding to it after it has happened:

Ability to write reports and maintain records (Health & Safety reports, incident reports etc)

Awareness of relevant policies / codes of practice and            awareness of relevant legislation (Health & Safety, COSHH etc.)

Ability to implement robust systems to develop more efficient working practices

Practical/handy person skills necessary to undertake general building maintenance and minor repairs. Skills in plumbing, electrical work, painting and joinery to a reasonable DIY standard.
Ability to work constructively as part of a team,    understanding the school’s roles and responsibilities,   and your own position within these
Ability to relate well to children and to adults

Good organisation skills

Ability to prioritise effectively and use own initiative
Ability to work to tight deadlines
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	Personal Attributes
Ability to manage own work effectively

Accepts, supports and quickly implements change
Identifies and promotes best practice and encourages  

the sharing of ideas.

Proactively seeks opportunities to increase job 
knowledge and understanding and to play a part in the wider life of the school
Values the diversity of individuals, adaptable approach to meet individual needs and effectively utilise the diversity of team members
Works with others to resolve differences of opinion and resolve conflict to ensure good work relationships
Requires minimum supervision.

Takes responsibility for own and team actions

Identifies and overcomes barriers, and manages risks

Takes quick and effective action

Demonstrates focused implementation of role and responsibilities
Builds strong team ethos where everyone feels valued
Provides timely, sensitive and honest feedback on

Performance
Is accountable for own development and encourages the ownership of development needs amongst team members

Excellent attendance and punctuality record

Is of smart appearance
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In addition to the ability to perform the duties of the post, issues relating to safeguarding and promoting the welfare of children will need to be demonstrated.  These will include:-

· Motivation to work with children and young people

· Ability to form and maintain appropriate relationships and personal boundaries with children and young people

· Emotional resilience in working with challenging behaviour

· Attitudes to use of authority and maintaining discipline

The school is committed to safeguarding and promoting the welfare of children and appointment to this post is subject to a criminal record and background check
