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                                                                       PERSON SPECIFICATION
        School Business Manager
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The following table outlines the key skills and experiences required for this position.  The selection panel will assess each candidate against the criteria listed below, expecting candidates to demonstrate knowledge and understanding of each area, and to show evidence of having applied (or awareness of how to apply) this knowledge and understanding in the school context.

You should refer to these requirements when completing your application.  Short-listed candidates will be involved in a variety of activities directly related to the Person Specification that will form an evidence base.
	
	Essential
	Desirable

	Education, Qualifications and experience

	The role requires the applicant to undertake an enhanced DBS check.
	
	

	Able to demonstrate good maths and English skills minimum GCSE A*-C
	
	

	Other vocational qualifications A levels or above
	
	

	Professional qualification in Certificate in School Business Management/Diploma in School Business Management OR a an accounting qualification
	
	

	A commitment to personal professional development
	
	

	Experience of working in school administration
	
	

	Knowledge and Experience – Finance

	Ability to comply with financial regulations and keep abreast of legislation 
	
	

	Experience of setting budgets and maintaining a financial management system
	
	

	Experience of management rigorous financial control procedures, managing strategic financial plans, managing budgets, financial reporting and procurement.
	
	

	Experience of preparing and presenting financial reports
	

	

	Experience of procurement and tendering processes
	
	

	The ability to work to tight deadlines
	
	

	Knowledge and Experience – Human Resources & Recruitment

	Awareness of safeguarding in terms of recruitment and whole school compliance
	
	

	Good administration relating to pre-employment checks, offer letters, contracts
	
	

	Ability to deal sensitively with people and resolve conflicts

	
	

	Ability to undertake performance management of staff (within your team)


	
	


	Personal Qualities

	An awareness of legislation impacting on the school (e.g. Safeguarding, Health and Safety, Equal opportunities, Data Protection) and the ability to identify issues that may arise
	
	

	To have a strong awareness of professionalism and confidentiality when dealing with all duties surrounding school working
	
	

	Experience of motivating and leading staff 
	
	

	Strategic and creative thinker
	
	

	Excellent interpersonal and communication skills.  
	
	

	Ability to communicate effectively at all levels both verbally and written.   
	
	

	Able to work with a broad range of people both individually and within a team
	
	

	Excellent planning and organisation skills including managing deadlines
	
	

	Excellent IT skills, specifically Microsoft Word and Excel
	
	

	Experience of using MIS systems (for pupil and staff administration) Access Budgets, PS Financial and Arbor
	
	

	Hardworking and Committed
	
	

	Ability to work under pressure and make sound decisions
	
	

	Good time management skills, well organised and able to prioritise
	
	

	An ability to analyse problems and implement solutions
	
	

	A high level of motivation, positivity with a willingness to be involved at all levels
	
	

	Willingness to work flexibly / evenings on occasion 
	
	

	A good sense of humour and team spirit, a “can do “attitude and a willingness to “go the extra mile”. 
	
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