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PRIORY INFANT SCHOOL

PERSON SPECIFICATION FOR School Business Manager
	
	Essential
	Desirable

	Qualifications
	· Level 3 Diploma (or equivalent) or having or willing to work towards the Certificate of School Business Management (CSBM). 


	

	Experience
	· Significant experience in administrative / finance roles

	· Involvement in school self-evaluation and improvement planning

· Line management experience

· Contributing to staff development
· Working with children or young people


	Knowledge and Skills
	· Thorough technical knowledge of day to day financial administration processes and protocols
· Sound working knowledge of site, personnel and office administration and  processes
· Excellent attention to detail

· High level IT skills

· Effective communication and interpersonal skills

· Ability to communicate a vision and inspire others

· Ability to build effective working relationships with staff and other stakeholders
· Understanding of data protection and confidentiality 
	

	Qualities and Attributes
	· Commitment to promoting the ethos and values of the school and getting the best outcomes for all pupils

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

· Ability to work under pressure and prioritise effectively

· Commitment to maintaining confidentiality at all times

· Commitment to safeguarding and equality
· Embraces change well

· Deals with difficult situations effectively
	


Notes:
This job description may be amended at any time in consultation with the postholder. 

Last review date:
Next review date: 
Headteacher/line manager’s signature:







Date: 

















Postholder’s signature:









Date: 
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