[image: image1.png]Client Services - Schools




Stockport Council
Competency Person Specification
 Post Title: School Business Manager – to include Finance, Human Resources, Examinations, 
                       Estate Management and Whole School Administration
The criteria listed below represent the most important skills, experience, technical expertise and qualifications needed for this job role.  
Your application will be assessed against these criteria to determine whether or not you are shortlisted for interview.  Any interview questions or additional assessments (tests, presentations etc.) will be broadly based on the criteria below.
	Competency
	SCORE
	Essential or Desirable

	
	0
	1
	2
	3
	4
	

	Knowledge:


	Delivering services and systems applicable for effective school management
	
	
	
	
	
	Essential

	Promoting positive relationships within a work context which effect the wide community
	
	
	
	
	
	Essential

	Managing teams
	
	
	
	
	
	Essential

	Experience in either a school, local authority or similar setting
	
	
	
	
	
	Essential

	Producing financial reports for senior managers
	
	
	
	
	
	Essential

	Maintaining financial records and statistical returns
	
	
	
	
	
	Essential

	Project Management
	
	
	
	
	
	Essential

	The educational environment and understanding of school governance arrangements
	
	
	
	
	
	Essential

	To have knowledge of SIMS or similar packages
	
	
	
	
	
	Desirable

	Experience

	Proven experience of finance, human resources or a similar field
	
	
	
	
	
	Essential


	Experience of managing multiple priorities
	
	
	
	
	
	Essential


	Experience of Project management
	
	
	
	
	
	Essential

	Experience of managing own workload
	
	
	
	
	
	Essential

	Experience of managing and monitoring contracts
	
	
	
	
	
	Essential

	Experience of management of individuals or teams
	
	
	
	
	
	Essential

	Experience of working in a school or educational environment
	
	
	
	
	
	Essential

	Delivering value for money initiatives
	
	
	
	
	
	Desirable

	Experience of exam processes
	
	
	
	
	
	Essential

	Skills

	Strong organisational, financial, interpersonal and communication skills
	
	
	
	
	
	Essential


	Ability to interpret information and to devise policy/practices.
	
	
	
	
	
	Essential

	The ability to set priorities to enable work to be done effectively under pressure and to meet deadlines.
	
	
	
	
	
	Essential

	Ability to relate well to children and adults.
	
	
	
	
	
	Essential

	High level of competence using the internet, word processing, data bases
	
	
	
	
	
	Essential

	Ability to performance manage others
	
	
	
	
	
	Essential

	Asset management skills
	
	
	
	
	
	Essential

	Budget Management skills
	
	
	
	
	
	Essential

	Ability to use own initiative to identify issues, problem solve and implement solutions
	
	
	
	
	
	Essential

	Education and Qualifications

	Excellent literacy/numeracy skills
	
	
	
	
	
	Essential

	Evidence of continuing and relevant professional development.
	
	
	
	
	
	Essential

	Diploma in School Business Management or recognised management/business degree or equivalent related professional qualification.
	
	
	
	
	
	Desirable

	Work related Circumstances

	Willingness to attend occasional meetings outside of normal office hours
	
	
	
	
	
	Essential

	Act with integrity, honesty, loyalty and fairness, always within the limits of professional competence to safeguard the assets, financial probity and reputation of the school
	
	
	
	
	
	Essential

	Understands and actively supports Stockport Councils diversity and equality policy.
	
	
	
	
	
	Essential

	To meet Stockport Council’s standard of attendance.
	
	
	
	
	
	Essential

	A willingness to be flexible in a changing environment 
	
	
	
	
	
	Essential


Scoring key
0 – Not met essential criteria
1 – Partially meets essential criteria
2 – Meets criteria
3 – Exceeds criteria
4 - Exceptional
‘

