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BLACK FIRS PRIMARY SCHOOL

PERSON SPECIFICATION
 		
	JOB TITLE
	School Business Manager Primary
	GRADE
	7



	ATTRIBUTES
	DESCRIPTION
	DESIRABLE

	Knowledge and Experience
	Experience of working in an educational setting  
Evidence of continuing professional development  
Experience of managing teams, including the management of personnel and staffing matters  
Awareness of basic budget management e.g. best value approach, preparing reports or using financial systems  

	Managing within an educational environment  
  
Awareness of Health & Safety in the workplace  
  
Knowledge of effective induction procedures  
  
Experience of project management  


	Skills and Abilities
	Computer literate – IT skills such as Microsoft Office, including Word, Excel, Outlook and the Internet  
Able to use finance packages/range of ICT packages.  
Good organisation and time management skills  
Well organised and efficient  
Able to understand national and regional educational services and deliver appropriate strategies.  
Able to deliver services and systems applicable for effective school management.  
Good communicator both within the school and externally  

	

	Personal Qualities
	A team player who is willing to go beyond their own responsibilities to help others at busy times.  
Methodical, systematic, and accurate  
Committed to high quality.  
Ability to work under pressure and to tight deadlines.  
Ability and willingness to work with a wide range of people and build positive working relationships.  
	



	The Trust is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment.

	Notwithstanding the detail in this job description, the jobholder will undertake such work as may be determined as necessary by the Trust.
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