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               School Business Manager
                             Person Specification
	
	CRITERIA
	ESSENTIAL
	DESIRABLE
	IDENTIFIED

	1
	Support of School ethos
	Knowledgeable, supportive and sensitive to the Catholic ethos of our school, our aims, objectives and Mission Statement

On occasions prepared to attend religious services/meetings outside of school day/week

	Knowledge and understanding of the Catholic faith
	Application form

Interview

References



	2
	Qualifications
	CSBM/DSBM qualification or other relevant business/finance qualification
Evidence of commitment to continuing professional development


	Accountancy qualification

	Application form
Interview

	3
	Experience
	Proven administrative experience in a supervisory role that includes responsibility for finance and personnel matters.
Meets or has potential to meet criteria of the job description

Working effectively in a team

	Previous School/Academy experience

	Application form

Interview

References



	4
	Professional knowledge, understanding and skills
	Understanding of finance management including budgeting

Computing systems and software e.g. Microsoft Office and Financial Management Systems

Aspects of premises development 
Leadership skills and ability to encourage team work
Relevant legislation e.g. health and safety, data protection, employment related
Child protection and safeguarding legislation
Effective and proven organisational skills
Good interpersonal skills when communicating with pupils, colleagues and parents
Assess and critically analyse processes and procedures
Excellent verbal and written communication demonstrating a strong grasp of grammar, spelling and adopt professional and appropriate tone and manner.

Maintain the highest level of confidentiality in relation to all school matters.
Strong time management skills, with the ability to plan, prioritise and meet essential deadlines


	Previous experience of using SIMS and FMS
Bid writing and securing external funding

Previous health and safety and facilities management


	Application form

Interview

References



	
	Personal qualities
	High level of energy, enthusiasm and a passion for working with children
Ability to work under pressure whilst remaining calm, pleasant and polite
Ability to plan and organise effectively 

Ability to negotiate and consult effectively
Ability to plan and organise effectively

Deal sensitively with people and resolve conflicts

Ability to work flexibly
Ability to work effectively as a member of a team
Open minded, creative and adaptable to changing circumstances and new ideas

Reflective and self evaluative regards own practice
Good sense of humour

	Brings personal interests and enthusiasms to the school community

Willingness to be involved in the wider life of the school


	


