Business Manager-Person Specification

	Attributes
	Essential
	Desirable

	Education/ Qualification
	· Educated to GCSE level with Maths and English at Grades A*-C or equivalent

· Have/ be working towards or be willing to complete the Certificate/Diploma in School Business Manager (C/DSBM)
	· Educated to A level standard

· AAT NVQ Level 3

· CSBM / DSBM

· Evidence of continued professional study

	Experience
	· Previous recent experience of working in financial management - budgeting, accounting, auditing, financial reporting, cash management, investment, debt management and purchasing procedures.
· Facilities management 
· ICT management - ICT provision, maintenance and development of integrated systems, management information systems.
· Previous experience of managing and maintaining a Single Central Record.
	· Previous experience of working in a school or educational environment

· Experience of leading others

· Experience in Risk management - health and safety, risk and loss prevention procedures.
· Experience in office systems management - organisation and management models, operational design, evaluation of business services, communications.
· Experience in human resource management - staff development, labour relations, collective bargaining, and payroll procedures.
· Experience in sustainable development - planning for a better school environment, education for sustainable development (ESD), environmental impact of DCSF and its partners, environmental impact of the education estate, local and global partner activity.
· Experience in income generation or managing expenditure budget(s)

	Skills/

Knowledge/

Aptitude
	· Has excellent organisational and time-management skills

· Has the ability to work under pressure and prioritise work to meet deadlines.

· Good inter-personal skills and emotional intelligence.

· Develop and maintain good relationships and communicate effectively with a wide range of people, including pupils, parents and outside agencies

· Have analytical, problem solving/ creative skills
· Ability to present information in a logical, clear and concise format and to communicate this effectively to colleagues, both verbally and in writing

· Ability to work collaboratively with a range of colleagues

· Ability to work with autonomy within set boundaries.

· Ability to manage own workload and supervise others

· Experience of computerised systems for financial records and budgetary control

· Competent in accountancy procedures and financial management

· Ability to prepare and monitor budgets and financial information

· Ability to identify priorities quickly and accurately and to ensure that deadlines are met

· High level of ICT skills with experience of MS Office, Finance systems and budget planning software 
· Maintain confidentiality
	· Knowledge of SIMS, FMS and FPS software



	Motivation


	· Willingness to undertake further training/ development opportunities

· Willingness to be flexible

· Willingness to participate in school events / wider school life
	

	Other
	· Willingness to attend and participate in meetings of Governing Body, as required

	


For Information:

Essential Requirement without which the candidate would be unable to carry out the duties of the post.
Desirable Features which would normally enable the successful candidate to perform the duties and tasks better and more efficiently than one who did not have the qualifications, training, experience, etc.
