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Person Specification - School Business Manager
	Essential/Desirable
	:
Application/Interview/
Test

	Qualifications
	
	

	School Business Management qualification(s) CSBM or alternative professional qualification
	D
	A

	Specific business discipline experience/qualification (management, finance, HR,
administration) or equivalent experience
	E
	A

	Experience
	
	

	Experience of working within a school business team or other professional team
	D
	A/I

	Experience of using computerised packages 
	E
	A/I

	Experience of producing clear financial and statistical information
	D
	A/I

	Experience of budget monitoring, preparing statements for budget holders and analysing
data for errors and discrepancies
	D
	A/I

	Experience of supervising staff including performance management
	D
	A/I

	Experience of undertaking a range of administration tasks
	E
	A/I

	Experience of team-working to work effectively with others and meet deadlines and goals
	E
	A/I

	Experience in contract management
	E
	A/I

	Understanding of GDPR law, Health & Safety and compliance
	E
	A/I

	Professional Skills and Abilities
	
	

	Excellent communication skills delivering professional, polite, courteous and efficient
customer service, and to give information and advice to range of audiences 
	E
	A/I

	Analytical skills to interpret information to solve problems and make recommendations for
action
	E
	A/I

	Organisational skills to work under pressure to complete tasks to potentially conflicting
deadlines, which can involve re-prioritising own work (and that of the team if necessary)
	E
	A/I

	Ability to be methodical and thorough to ensure work is accurate
	E
	A/I

	Initiative to respond to unexpected problems, using recognised policies and procedures
	E
	A/I

	Knowledge
	
	

	Knowledge of relevant financial best practice and legal requirements appropriate to the
role
	E
	A/I

	Understanding of why safeguarding is important when working with children and young people
	E
	A/I

	Knowledge of financial management, financial regulations and good financial practice including SFVS
	D
	A/I

	Awareness of key issues in relation to human resources, estate management, marketing and management of ICT
	D
	A/I

	Personal Qualities
	
	

	A self-starter
	E
	A/I

	Committed to working hours in-line with the demands of the role
	E
	A/I

	The willingness and commitment to give time appropriately to the school in the evening, at weekends and during holidays
	E
	A/I
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