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  PERSON SPECIFICATION
St. Benet’s RC VA Primary School 


 
POST TITLE: 	 School Business Lead 
 
GRADE:  	 Grade 5, SCP12 to SCP17 FTE - £28,598 - £31,022 
Pro rata TTO + 7 days - £24,526 - £26,605 
 
	
	Essential

	Desirable
	Evidenced in

	Qualifications and Training


	[bookmark: _GoBack]NVQ Level 4 / Degree /CSBM equivalent qualification or substantial experience in relevant discipline (or equivalent experience)
	√
	
	Application
Certificates

	Commitment to Catholic Education and the distinct ethos of Catholic schools
	√
	
	Application
Interview Process

	Competent in use of IT packages including word, excel etc.

	√
	
	Application
Interview Process

	Experience of developing administrative and organisational systems
	√
	
	Application
Interview Process

	Experience of working in an office environment

	√
	
	Application
Interview Process

	Experience of working in an admin role in a school or education establishment
	
	√
	Application
Interview Process

	Experience of establishing and maintaining database systems 
	
	√
	Application
Interview Process

	Willingness to undertake further training relevant to the post

	√
	
	Application
Interview Process

	Safeguarding and Child Protection


	Awareness of relevant policies and procedures relating to Child Protection and Safeguarding Children
	√
	
	Application
Interview Process

	Personal Attributes


	Demonstrates commitment, reliability and integrity

	√
	
	Application
Interview Process

	Communicate effectively with self-awareness and social perception relating well to both adults and children
	√
	
	Application
Interview Process

	Is willing to adapt to changing circumstances and new ideas

	√
	
	Application
Interview Process

	Commitment to equality

	√
	
	Application
Interview Process

	Professional Knowledge and Experience


	Understanding of the role of a School Business Manager 
	√
	
	Application
Interview Process

	Ability to use initiative to respond to unexpected problems/ difficult situations using recognised procedures and policies as a guide
	√
	
	Application
Interview Process

	Excellent written and verbal communication skills
	√
	
	Application
Interview Process

	Understand and adhere to all relevant policies to include Health, Safety and Security and GDPR
	√
	
	Application
Interview Process




	


	Essential

	Desirable
	Evidenced in

	Professional Skills


	Excellent organisation and planning skills, to include working using own initiative and ability to prioritise tasks
	√
	
	Application
Interview Process

	Ability to work under pressure and meet deadlines

	√
	
	Application
Interview Process

	Ability to work as part of a team

	√
	
	Application
Interview Process

	Ability to communicate and promote the aims and objectives of the school
	√
	
	Application
Interview Process

	Committed to working with parents, colleagues and other agencies in a positive and constructive manner
	√
	
	Application
Interview Process

	Ability to make appropriate judgements over issues of confidentiality and safeguarding.
	√
	
	Application
Interview Process

	Professional Philosophy and Commitment


	Ability to maintain professional standards at all times when dealing with adults and children
	√
	
	Application
Interview Process

	Understanding of and commitment in maintaining the highest confidentiality with regards to pupil and staff data
	√
	
	Application
Interview Process
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