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Person Specification – School Business Manager

The person specification outlines what is essential/desirable for the College; other strong experience and qualifications may be considered.  We are seeking a committed individual with a positive, professional, ‘can do’ approach to your work and be willing to go the extra mile to ensure excellence.  
We are proud to be a Catholic College with a distinctive Jesuit ethos and seek to recruit the best staff we can. As such, our staff is made up of Catholic and non-Catholic staff who work together to uphold our Catholic values.  
	Qualifications
	Essential
	Desirable 

	Good standard of education, preferably to GCSE level together with good numeracy and literacy skills 
	✓
	

	Working towards, completed or willing to undertake Level 4 Diploma in School Business Management or have a related degree 
DSBM AAT, AA
	✓
	

	Chartered Institute of Personnel and Development (CIPD) Accreditation
	
	✓

	Continuing professional development
	
	✓



	Experience
	Essential
	Desirable 

	Experience of finance or business leadership in a school setting or large organisation including managing a large budget 
	✓
	

	Experience of working with a Senior Leadership Team in a school or other sector
	✓
	

	Experience of leading a team
	✓ 
	

	Experience of managing and dealing with confidential data and issues appropriately
	✓
	

	Experience of leading the performance management of colleagues and or contributing to their professional development
	✓
	

	Experience of managing and maintaining accurate records
	✓ 
	



	Knowledge
	Essential
	Desirable 

	To be highly competent with all aspects of MS Office and have good general computer literacy skills, email and the internet
	✓
	

	Ability to demonstrate excellent finance and accounting skills and effectively interpret, analyse and present data
	✓
	

	Ability to plan strategically and be resourceful project manager 
	✓ 
	

	Sound knowledge of premises maintenance, development and the appropriate knowledge of Health and Safety requirements. Ability to keep up to date on relevant policies
	✓
	

	Ability to prioritise workload and work to tight deadlines efficiently and effectively
	✓
	

	Ability to prioritise, plan organise and evaluate the work of specific areas of the school
	✓ 
	

	An ability to direct and co-ordinate the work of others, devolving responsibilities and delegating tasks
	✓
	

	Attention to detail/working with accuracy
	✓
	



	Personal Qualities
	Essential
	Desirable 

	A commitment to the school’s vision and values
	✓
	

	High emotional resilience
	✓
	

	An excellent telephone manner, calm approach and professional attitude
	✓
	

	A ‘can do’ attitude with ability to solve issues as and when they arise
	✓
	

	Reliable, respectful, responsible and conscientious approach. Demonstrates integrity
	✓
	

	Good communication skills, both oral and written, including presentational skills
	✓
	

	Suitable to work with young people, committed to working in the best interests of young people and enjoy working with young people 
	✓
	

	Ability to form and maintain good relationships
	✓
	

	Ability to liaise effectively with parents and other stake holders including governors, Diocese, Trustees and Local Authority 
	✓
	

	Knowledge of school policies and procedures such as preparation for inspection, working with governors etc
	
	✓

	Commitment to and understanding of equal opportunities and safeguarding
	✓
	



In addition to candidates’ ability to perform the duties of the post, the interview will also explore issues relating to safeguarding and promoting the welfare of children including:
· Motivation to work with children and young people with an understanding of the teacher as a role model for young people 
· Ability to form and maintain appropriate relationships and personal boundaries with children and young people 
· Emotional resilience in working with challenging behaviours 
· Attitudes to the use of authority and maintaining discipline
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