DRAFT Job Description 
Site Manager – Gypsy and Traveller Sites

**Location:** Local Authority Gypsy and Traveller Sites, Wales
**Reports to:** Operational Manager / Local Authority Housing Department
**Contract Type:** Permanent / Fixed-Term (as applicable)
**DBS Requirement:** Enhanced Disclosure and Barring Service (DBS) check
Job Purpose
To manage the day-to-day operations of local authority Gypsy and Traveller sites, ensuring safe, inclusive, and well-maintained environments that meet the needs of residents and comply with statutory requirements.
Key Responsibilities
Site Operations
- Act as the main point of contact for residents during office hours and ensure emergency contact arrangements are in place.
- Manage pitch agreements, waiting lists, and allocation policies in line with Welsh Government guidance.
- Facilitate site arrivals and departures, including induction and exit procedures.
- Maintain accurate records of residents, pitch occupancy, and site finances.
Maintenance and Safety
- Oversee site cleanliness, waste management, and communal area upkeep.
- Conduct routine inspections of amenity blocks and communal facilities.
- Report and coordinate repairs and maintenance with relevant departments.
- Ensure compliance with fire safety regulations and emergency procedures.
Resident Engagement
- Build and maintain positive relationships with residents based on trust and respect.
- Facilitate consultation and engagement forums, including with residents’ associations.
- Support residents in accessing services such as health, education, and benefits.
- Promote safeguarding and act as a mediator where necessary.
Stakeholder Liaison
- Liaise with internal departments and external agencies.
- Support outreach services and ensure access for social care providers.
- Maintain relationships with Traveller Education Services and advocacy organisations.
Compliance and Administration
- Ensure adherence to relevant legislation including the Mobile Homes (Wales) Act 2013.
- Maintain site records and process payments.
- Respond to complaints in line with local authority policy.

Person Specification
Essential
- Experience in housing management or working with Gypsy and Traveller communities.
- Strong interpersonal and communication skills.
- Commitment to equality, diversity, and community cohesion.
- Basic literacy and numeracy skills for administrative tasks.
- Ability to comply with legal and policy frameworks.
Desirable
- Cultural awareness and understanding of Gypsy and Traveller lifestyles.
- Experience in conflict resolution or mediation.
- Familiarity with social housing policies and benefit systems.
Training Provided
- Health and safety, first aid, and fire safety.
- Equality and diversity, cultural awareness.
- Data protection and freedom of information.
- Social housing and benefits navigation.

