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School Business Manager – Personal Specification



	FACTORS
	ESSENTIAL

	DESIRABLE
	ASSESSMENT METHOD

	Qualifications
	· Minimum GCSE or equivalent in English and Mathematics

· Relevant business/administrative qualifications

	· Higher qualifications in office administration
· Relevant school business/administrative qualifications e.g. Certificate in School Business Management
· A relevant professional management qualification 
· Educated to degree level, or equivalent
· Professional qualification in either Finance, HR or Project Management ideal but not essential 

	Application form & certificates 

	Training
	· Willingness to work towards relevant school-related qualifications as appropriate 
· Training in Financial Management Systems
· Safeguarding, Inclusive practice and Health & Safety Training
	· Safer Recruitment
· Prevent
· KCSIE
	Application form


	Experience
	· Extensive experience in financial management using financial systems, processes and procedures
· Experience of managing budgets effectively, understanding complex financial information and ensuring financial propriety in the context of current legislation & best practice
· Extensive experience in business administration using relevant systems, processes and procedures 
· Experience carrying out financial reporting and seeking best value
· Advising and supporting management/leadership on financial matters including strategic development  
· Experience in payroll management
· Line management experience with teams and individuals.
· Safeguarding experience
	· Successful leadership and management within a school office/educational environment
· Managing Health & Safety in the workplace 
· Managing strategic financial plans
· HR processes and procedures, staff recruitment & induction 
· Experience managing school finances, carrying out financial reporting and seeking best value 
· Experience using SIMS, Arbor, Access or Financial Management System and SIMS.net
· Experience of school admissions
· Working within a leadership or management team
· Providing strategic direction
· Marketing of school

	Application form
Interview

	Knowledge and Skills
	· Knowledge of complex financial procedures, regulations and business management (including HR)
· Able to deliver services and systems applicable for effective financial and administrative management
· Able to deliver and drive forward value for money initiatives
· Knowledge/understanding of regulatory and legislative requirements in relation to finance, administration and HR
· Able to strategically influence decision making within a large organisation
Able to report financial updates and budget updates to Governing Body half termly
Excellent IT skills
	· Knowledge of child protection procedures and safeguarding including the principles of safer recruitment and the requirements of the Single Central Record
· Awareness of the role of Health & Safety in schools
· Knowledge of school funding, income and expenditure streams and their administration e.g. free school meals
· Knowledge of the requirements of the Schools Financial Value Standard (SFVS)
· Knowledge of Microsoft Office packages (Excel and Word)
· Understanding of school admission procedures and policies
	Application form
Interview

	Professional Qualities
	· Commitment to high educational, professional and personal standards, acting with integrity and honesty to safeguard the financial probity and reputation of the school
· Commitment to ensuring the best outcomes for all pupils
· Ability to communicate a vision and inspire others 
· Effective communication skills – both written and verbal
· Excellent interpersonal skills, including influencing skills 
· Willingness to continually improve own and team performance
· Pursues a shared vision with enthusiasm and determination
· Works to high levels of accuracy
· Thinks and acts strategically by reflecting and analysing and making sound ethical judgements
· Understanding of promoting positive relationships with the wider school community
· Highly motivated and committed to personal and professional development.
	
	Application form
Interview

	Personal Qualities


	· Empathy and respect for children, parents and their needs
· Proven capacity to work innovatively and independently
· Tenacity and the ability to work effectively under pressure
· Integrity, confidentiality and discretion
· Fairness, empathy and listening skills 
· Prepared to work flexibly and adapt to changing needs
· Professional appearance and presentation
· Able to manage stressful and challenging situations 
· Approachable, committed and resourceful
· A calm manner and a good sense of humour 
· Having a positive, “Can do” attitude
· Having excellent team spirit and ability to positively interact with colleagues
	Interview

	GENERAL
	· Enhanced DBS clearance will be essential 
· Commitment to the safeguarding and inclusion of children and young people
	Interview 
Application 
DBS application upon appointment
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