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Sandling Primary School

Person Specification – School Business Manager
E – Essential           D – Desirable

Experience and Qualifications

· E 
A degree or Level 4-5 Diploma (or equivalent) ideally in business management, 
    
accountancy or related field

· E 
Having or willing to work towards a school business management qualification (e.g.  the 
       Diploma of School Business Management (DSBM) or National College of School 
       Leadership Certificate of School Business Management (CSBM)

· E     Significant experience in administrative / finance roles. 

· D    Relevant Health and safety training / knowledge
Knowledge and Understanding

· E     Specialist knowledge of the range of theory and practice of business and administration 
        management, acquired through experience and expertise, such as:

·  finance (including Schools Financial Value Standard)
· Procurement
· data protection
· recruitment
· health and safety
· staff management 
· D     Knowledge of policy, statute and national guidelines regarding support staff functions 
        for the benefit of pupils
Skills 
· E     Skills for school business and finance planning, including requiring interpretation of budget planning, development of administrative & financial procedures, involving a range of complex issues, situations and problems

· E     Attention to detail
· E     Previous use of FMS or equivalent account software

· D     Previous use of Management Information Systems (SIMS / Bromcom or equivalent)

· E      Excellent communication and interpersonal skills

· E      Ability to build effective working relationships

Characteristics

· E     A willingness to undertake professional development.
· E     A calm, positive, supportive and consistent approach.
· E     Commitment to safeguarding and equality
· E     Ability to embrace and lead on change

· E     Ability to work under pressure and prioritise effectively
· E     Ability to maintain confidentiality at all times

· E   Act with integrity, honesty, loyalty and fairness to safeguard the assets, financial probity and reputation of the school

