	Indicative knowledge, skills and experience 

	· Significant experience in staff management, HR, and administrative / finance roles.
· Must have or working towards a Level 4 Diploma in School Business Management (DSBM) 
· Experience in working in a primary school setting is desirable
· Strong understanding of school policies, procedures, and statutory requirements
· Commitment to safeguarding and promoting the welfare of children 

	

	Job Evaluation Assessment

	Factor
	Relevant Job Information

	A
	Knowledge 
and skills

	Excellent financial skills, including budget planning, monitoring and reporting equivalent to a Diploma in School Business Management (DSBM)
Ability to analyse data and produce accurate financial and HR reports.
Strong organisational skills
Adaptability and resilience in a changing environment
Strong leadership qualities with the ability to motivate/challenge others
Theory and practice of business and administration management
Extensive experience and expertise across a range of activities, such as finance, procurement, administration, staff management. 
Ability to work under pressure and meet deadlines
Strategic thinking and problem-solving skills

	B
	Communication skills

	Effective communication skills, both written and verbal
Negotiations skills with suppliers, contractors etc
Advise Head and Deputy Head Teacher, SLT and governing body
Liaising with external bodies; dealing with sensitive and confidential issues e.g. contracts, HR.

	C
	Analytical skills

	Skills for whole school planning, budget planning, development of administrative & financial procedures, involves complex issues, situations and problems which do not always have prescribed solutions.

	D




E
	Responsibility for staff





Other Requirements
	Ability to lead teams 
Line management, performance management and responsibility for Office Manager, Attendance Officer and Midday Supervisor and team
Carrying out varied activities of a range of functions across the school
Familiarity with HR processes, including recruitment and staff management
Understanding of health and safety legislation

Commitment to continuous professional development
Discretion and confidentiality in handling sensitive information
Flexibility and adaptability
Attention to detail

	
	
	

	F
	Responsibility for pupils
	Contact is generally incidental to the main job duties
May have contact with pupils entering the school and office

	G
	Decision-making

	Contributes to and develops strategic policies, initiatives and makes budget or policy decisions / recommendations with implications for the whole school

	H
	Responsibility for Physical, Financial and Information Resources
	Responsible for the physical, financial and information resources in a small to medium sized school

	I
	Physical demands
	Requires normal physical effort, with a mixture of sitting, walking and carrying minor loads

	J
	Emotional demands
	Exposure to emotionally demanding situations is infrequent.

	K
	Mental demands

	Management work is regularly interrupted and this may require a switch from one activity to another. 

	L
	Working conditions
	 Work normally carried out in an office environment




