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Manchester City Council
Role Profile
(Temporary Contract 12 months)

Site Manager (St Johns Gardens), Grade 4 
Development and Estates Service, Growth & Development Directorate
Reports to: Principal Commercial Surveyor
Job Family: Facilities

Key Role Descriptors

The role holder will contribute to the goals of the team through the provision of high quality and responsive facilities management service, acting in a professional and helpful manner as an initial point of contact for customers.

The role holder will undertake a range of tasks and routine operations to ensure the organisation, security, collection or delivery of resources to meet the needs of the service.

Key Accountabilities

Deal efficiently and courteously with enquiries from members of the public and internal customers providing effective and accurate information, using initiative to resolve queries at the first point of contact, and escalating queries where appropriate.

Maintain locations to agreed safety and security standards in accordance with service objectives, conducting safety checks and inspections, undertaking basic maintenance to resolve problems at the first point of contact, and general cleaning duties, including the use of tools where required.

Undertake management of financial resources to ensure an efficient and cost effective service for all customers, adhering to financial regulations.

Update and extract information from management information systems accurately and competently as required.

Work collaboratively with colleagues to ensure safe working environments and safe working practices, maintaining the security of buildings, vehicles and other resources.
										
Personal commitment to continuous self-development and service improvement.

Through personal example, open commitment and clear action, ensure diversity is positively valued, resulting in equal access and treatment in employment, service delivery and communications.

Where the role holder is disabled, every effort will be made to supply all necessary aids, adaptations or equipment to allow them to carry out all the duties of the job. If, however, a certain task proves to be unachievable, job redesign will be given full consideration.


Role Portfolio:

St John’s Gardens is a residential estate in the city centre of Manchester comprising of apartments, garages, parking and garden areas. The site manager role involves the maintenance and development of the gardens in liaison with residents, including grass cutting and edging, hedge cutting, weeding in flower beds and seasonal pruning. 

The site manager is responsible for carrying out basic repairs to the fabric of the estate building and gardens. This will include but is not limited to, regular checks to ensure internal and external lights are working, clearing litter, rubbish and leaves around the grounds, and putting out and returning bins on collection days. The site manager is required to liaise with residents, the estate managers and local community support officers.

The role requires experience and a personal interest in gardening with knowledge of plants, shrubs and trees; an ability to use a wide range of light equipment and power tools whilst following Health & Safety guidelines. A sound understanding and knowledge of the use of weed killers and other chemicals, and some experience of basic building maintenance.

The site manager role requires good inter-personal communication skills and the ability to respond to residents’ queries, overseeing and facilitating on-site contractors.

The postholder will be required to reside on the estate to fulfil all the duties, requirements and responsibilities of the role. There will be a rent charged that will be reflective of the personal non-work-related usage of the accommodation. The postholder will be required to sign a Service Tenancy Agreement which will remain in effect for the duration of their employment. 




Key Behaviours, Skills and Technical Requirements

Our Manchester Behaviours  
· We are proud and passionate about Manchester
· We take time to listen and understand 
· We ‘own it’ and we’re not afraid to try new things  
· We work together and trust each other
 
General Skills

· Communication skills - Demonstrates an understanding of the views of others and communicates in a realistic and practical manner using appropriate language and medium, listens attentively to views and issues of others and responds to issues arising.

· Analytical Skills - Ability to engage with stakeholders to identify information needs and to know how to go about obtaining the relevant information.

· Planning and Organising - Demonstrate the ability to organize multiple tasks in the most effective way, and allocate time and energy according to task complexity and priority 

· Problem Solving and Decision Making - Is able to make effective decisions on a day-to-day basis, taking ownership of decisions, demonstrating sound judgement in escalating issues where necessary.  Be logical in thinking and explain reasoning behind decisions or actions taken

· Creative Skills - Ability to think creatively and provide innovative solutions to problems. Has ability to develop new approaches to finding solutions outside of existing parameters.  

· Administrative Skills - Good level of literacy and numeracy skills to undertake calculations and produce letters and other documentation


Technical Requirements (Role Specific) 

The hours of the service are normally Monday to Friday 9:00am - 5:00pm however, the post holder will need to be willing to work flexibly, including some evenings and occasional weekends, to meet the needs of the service. 

Ability to use basic hand tools and physically able to lift and carry equipment and materials.
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