School Business Manager – Personal Specification

	Criteria
	Essential
	Desirable

	Personal Qualities
	Excellent level of Numeracy and Literacy
Able to work under pressure, meet deadlines, work flexibly, able to reflect on processes and outcomes (Ofsted)
Supportive of the ethos of the school
Approachable, courteous and able to present a positive image of the school to callers and visitors
Strong sense of ethics, loyalty, honesty, trust and reliability

	Grade C or above in English and Maths

Qualification of relevant school business/administrative practices

Practising Catholic


	

	Experience
	Proven experience of relevant financial and budget management in an organisation
Independently able to propose solutions to problems
Good organisational skills with proven administration abilities
	Be willing to work outside of standard hours as work dictates

	

	Knowledge and Experience
	Extensive experience in business administration using relevant systems and processes.  
Experience and knowledge of the Admissions process
Cash handling
Experience in payroll management

	Previous experience of FMS Access & Arbor

Successful leadership and management within a school office/education environment

Knowledge/understanding of regulatory and legislative requirements in relation to finance and HR matters

Knowledge of free school meals and the update requirements from September 2026



	

	Generic Competencies
	Enthusiastic and self-motivated.
Effective interpersonal skills.
Ability to work on own initiative and prioritise work.
	Category D1 driving licence to enable you to drive the school minibus
Willingness to hold a first aid certificate



	

	Professional Development
	Commitment to ongoing professional development under the guidance of the school leadership and line manager.
	




