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School Business Manager Person Specification
The person specification shows the abilities and skills you will need to carry out the duties in the job profile. The School Business Manager will need a range of professional and personal skills. They will need to be able to adapt to change and to have a supportive and positive attitude while working in a very busy, demanding school office environment.
With reference to the information below and the checklist on the attached sheet please show, in your application form, how you meet these requirements.

EXPERIENCE: The successful candidate will have the following experience -

· To have experience working in an office environment, either in a school or a similar environment.
· To have experience of using computerised systems for budget management and the financial regulations applicable to schools using the SAP System.
· To have experience of using information systems e.g. SIMS, and other computerised systems in an administrative environment across all Microsoft packages.
· To have experience of providing high level administrative support.


QUALIFICATIONS/TRAINING: The successful candidate will have the following qualifications -

· To have successfully completed, or be working towards, a relevant qualification commensurate with the position of Business Manager i.e. AAT, CSBM, DSBM.
· To be willing to undertake any further training necessary to fulfil all aspects of the position.
· To have excellent Numeracy and Literacy skills, at least to GCSE grade C standard.
· To have excellent communication skills.


KNOWLEDGE/SKILLS: The successful candidate will have the following knowledge and skills:
· To work constructively, as part of a team, understanding school roles and responsibilities and your own position within these.
· Have a working knowledge of relevant policies/codes of practice/legislation.
· The ability to organise, lead and motivate self and other staff.
· The ability to undertake a wide range of finance, personnel, premises and administrative tasks.
· The ability to collate statistical data and present it in written reports.
· The ability to work successfully as a team member establishing effective working relationships and flexible working practices.
· The ability to work under pressure in a constantly changing and demanding environment.
· A knowledge of the application of health and safety, including COSHH requirements, and the carrying out of risk assessments.
· A good understanding of equal opportunities issues.
· Proven Literacy, Numeracy and communication skills including being able to respond appropriately.

School Business Manager Person Specification
Consider the following criteria when completing your application form.

	Criteria:
All candidates will be expected to demonstrate these criteria on their application form and during interview.

	Essential
*Desirable
	Application Form
	Reference
	Interview

	GCSE Grade C English and Maths or equivalent
	E
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	To	have successfully	completed,	or	be	working towards a relevant qualification commensurate with
the position of Business Manager ie:	AAT / CSBM / DSBM
	E/D*
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	Sound knowledge of working with SAP Finance System
	E/D*
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	Sound knowledge of working with SIMS
	E/D*
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	Recent experience of working in a school office
	E/D*
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	To be willing to undertake any further training necessary to fulfil all aspects of the position.
	E
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	Excellent organisational skills
	E
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	Excellent communication skills
	E
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	Good written and spoken communication skills
	E
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	The ability to plan and develop efficient and effective systems
	E
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	Accuracy and attention to detail
	E
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	A calm and professional manner
	E
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	E
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	Excellent computer and administrative skills across Microsoft packages
	E
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	The ability to use specialist IT equipment/resources
	E
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	A flexible and adaptable approach to work
	E
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	The ability to work to professional standards and boundaries
	E
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	The ability to work on your own initiative
	E
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	Tact and discretion, for dealing with confidential information
	E
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	The ability to self-evaluate learning needs and actively seek learning opportunities
	E
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	High standards/expectations
	E
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	The ability to lead by example, manage and motivate
staff within their team and wider school (with a sense of fun and humour)
	E
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