Prior’s Mill CE Primary School 

PERSON SPECIFICATION – SCHOOL BUSINESS MANAGER

	Qualifications

	Degree or equivalent related professional qualification 
	E

	Recognised School Business Management Qualification or currently undertaking
	D

	IOSH certificate or equivalent Health & Safety accredited qualification
	E

	Knowledge & Experience

	Experience of the leadership, management and operation of administrative, financial and premises systems
	E

	Successful experience of planning and managing budgets in excess of £2m
	D

	Experience of staff leadership, development and supervision in an environment of high accountability
	E

	Experience in producing reports and advising the Headteacher and Governors / leaders on the findings of projects / reviews
	E

	Experience of understanding complex financial information, managing budgets effectively and ensuring financial propriety with organisational procedures and current legislation
	E

	Experience of project management, planning, managing and monitoring of work
	E

	Excellent computer literacy skills, e.g. accounting methods, spread sheets and database software
	E

	Applied knowledge of Human Resources Management
	D

	Knowledge & understanding of Health & Safety legislation including risk assessment 
	E

	Successful, demonstrable experience of taking an overall lead on Premises/Health & Safety at work matters
	D

	Full working knowledge of relevant policies/codes of practice/legislation in finance/accounting/audit (SFVS), Health & Safety and HR
	E

	Excellent knowledge of procedures such as Safer Recruitment, Staff Appraisal, Health & Safety at Work Legislation, Business Continuity 
	E

	Skills & Abilities

	Able to take a strategic role in planning, monitoring and evaluation of budget, leading the Headteacher and Governors on financial planning, income generation and investment in resources and staffing
	E

	Work constructively as part of different teams, understanding school roles and responsibilities and your own position within these
	E

	Analytical skills; able to analyse complex data and information and use this to monitor and support activities to promote solutions
	E

	Excellent written and verbal communication skills
	E

	Ability to develop and manage a variety of administrative systems
	E

	Ability to develop and maintain good relationships with a wide range of people and stakeholders
	E

	Good negotiation skills in order to negotiate contracts and solutions to problems
	E

	Highly self-motivated; planned and organised approach to workload.
	E


E = Essential    D = Desirable 

