School Business Manager -Person Specification
	CATEGORY
	ESSENTIAL
	DESIRABLE
	METHOD OF ASSESSMENT

	QUALIFICATIONS
	· Relevant professional qualification A-C pass GCSE English and maths (or equivalent)

· School Business Manager specific qualification
	Degree in Management, Business or equivalent


	Application form

Copies of certificates

Enhanced DBS check will be carried out on successful applicant

	TRAINING 
	· Evidence of Continuing Professional Development. 


	Member of National Association of School Business Management 
	Application form

Interview

References

	EXPERIENCE 
	1. Knowledge of theory and practice of business and administration management. 

2. Extensive experience and expertise across a range of activities, such as finance, procurement, administration, and staff management (maintaining records)
3. Ability to manage budgets and prepare budget information

4. Produce accurate reports summarising data and information

5. Experience of GDPR Procedures and policies and Data Protection Lead

6. Extensive managerial experience and skills across a range of activities, such as HR, health and safety, finance and administration. 

7. Manage and maintain Single Central Record

8. Experience working in an office environment at senior level. 
	Managing within an educational environment. 

Managing at a Senior Management Team level. 
	Application form

Interview

	KNOWLEDGE AND SKILLS
	9. Have a working knowledge of HR, health and safety, finance and administration. 

10. Have developed analytical, judgemental or creative skills required to interpret very varied and complex information or situations, including whole school budget preparation and planning.

11. Able to deliver services and systems applicable for effective school management. 

12. Proven ability to line manage staff teams. 

13. Ability to report to the head teacher, as a member of the senior leadership team. 

14. Contribute to and develop strategic policies and initiatives and involves significant decision making affecting the school.

15. Working knowledge of school procedures, SIMs/SAP
16. Ability to relate well to children and adults 

17. Ability to persuade, motivate, negotiate and influence 

18. Ability to generate income through external funding streams
	Understanding of educational enterprise issues. 

Experience in the development of a marketing strategy
	Application form

Interview

References



	PERSONAL ATTRIBUTES
	19. Highly developed interpersonal skills and work as part of a team 
20. Support and demonstrate commitment to the vision for the school 

21. Able to cope with change in a positive way

22. Support the Head Teacher in the management of change and improvement

23. Prioritise, plan and organise direct and co-ordinate the work of others, build, support and work with high performing teams 

24. Ability to work under pressure and meet deadlines. 

25. Devolve responsibilities, delegate tasks and monitor practice to see that they are being carried out within set standards and provide a role model for pupils and staff. 

26. Seek advice and support when necessary 

27. Be confidential and deal sensitively with people and resolve conflicts. 
	
	Application form

Interview

References




