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LEARNERs’ Trust

Trust Business Administrator – Person Specification

	


	Essential
	Desirable

	

	· Educated to degree level or relevant experience of working at a senior level within an organisation;
· 5 GCSEs or equivalent including English and Maths;
· Knowledge of Microsoft applications (e.g. Outlook, Word and Excel); and
· Good knowledge of School MIS systems 
	· Certificate in School Business Management or a relevant equivalent professional qualification; and
· Health and safety training.

	Experience
	· Previous experience as a School Business Manager.
· Proficient in use of MS Excel spreadsheets, and computer-based accounting packages;
· Experience of:
· Managing and implementing strategic plans 
· Using management information systems; 
· Deploying, managing and developing multidisciplinary teams of staff; and
· Developing and implementing strategies and policies for support functions
· Demonstrate an ability to lead on multiple projects within tight timescales;
· Able to work under pressure and balance strategic and planning activities;
· Strong organisational and record keeping skills; and
· Strong literacy, numeracy, ICT, communication and inter‐personal skills.
	· Project Management.
· Good understanding of health and safety requirements, reporting and monitoring processes relating to H&S;
· Working as part of a school’s SLT;
· Show that they have a good understanding of the principles behind school improvement, including school improvement planning, monitoring and reviewing progress; and
· Show that they have a good understanding of the principles behind academy policies and objectives.

	







Personal qualities










	The successful candidate will have the ability to be:
· Connected, developing positive, well maintained and productive relationships
· Helpful, positively embracing servant leadership, working flexibly and using initiative to solve problems
· Organised, employing efficient strategies for both them and others, trusting colleagues to deliver using them
· Informed about their own and others’ roles, sharing information openly, broadly and deliberately
· Candid, disagreeing openly and compassionately to help achieve our mission
· Effective, ensuring the highest of standards and looking for continuous improvement
· Simple in their approach to design and communication, avoiding complexity and increasing clarity through their work
A commitment to equal opportunities and empowering others.  
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