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PERSON SPECIFICATION FOR THE POST OF FINANCE AND PREMISES DIRECTOR
Grade 15 £45,859 to £49,612
37 hours per week, whole time, permanent

	Criteria
	Essential
	Desirable
	Evidence gained from

	Application
	· Fully supported in reference

· Well structured letter indicating experience and what they can offer the post 
	
	Supporting letter / statement

Application form

References

	Qualifications
	· Degree, Diploma in School Business Management OR equivalent level qualification in a relevant area
AND

· 4 GCSEs at grade A* to C (including English and maths) or equivalent
	· ADSBM or recognised professional qualification in a finance related field

· Evidence of further professional development


	Application form



	Experience
	· Extensive experience of working in a financial post

· Significant experience of managing a large budget
· Experience of working within a school, local authority, or similar large organisation

· Proven ability to communicate effectively at management level in a school 

· Significant experience of working to tight time deadlines.

· Experience of leading a large team
	· Ability to assess & organise staff training & development needs

	Application form, interview and references

	Knowledge and Skills
	· Extensive knowledge of ICT including SIMS, FMS, Microsoft Word and Excel 
· Ability to work accurately while under pressure and to prioritise work
· Proven ability to deliver value for money initiatives.

· Extensive knowledge and understanding of educational enterprise issues.

· Strong organisational and time management skills

· Excellent communication skills (both oral & written)

· Successful management of an extensive team 
· Knowledge of management information systems,

· Knowledge of current Health & Safety Regulations
	· Knowledge of HCSS Accounting Software or willingness to undertake training

· Understanding of promoting positive relationships with the wider school community.


	Application form

	Professional Development
	· A commitment to further training and development to improve personal skills
	· Attendance at relevant courses
	

	Personal Qualities
	· Ability to be flexible, work independently and use initiative

· Enthusiastic, hard working and self-motivated.

· Drive and enthusiasm

· Resilience and a good sense of humour 
· Ability to interact with all members of the school community

· Integrity, initiative and flexibility
	
	Application form interview and references
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