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ASSISTANT SCHOOL BUSINESS MANAGER
Person Specification
Column 1 = Requirements

Column 2 = Status of Requirements: E – Essential   D - Desirable

Column 3 = Method Identified: I – Interview   A – Application   R - Reference

	Column 1
	Column 2
	Column 3

	EDUCATION AND TRAINING

	· Either certificate in School Business Management (CSBM, DBSM or ADSBM) or willingness to complete such a qualification, Business degree or equivalent related professional qualification
	E
	A

	· Relevant Health & Safety qualification
	D
	A

	· Relevant Human Resources Qualification
	D
	A

	· Commitment to ongoing Continuous Professional Development
	E
	A, I

	EXPERIENCE
	
	

	· Experience of developing and implementing policies in relation to school  business functions
	D
	A, I

	· Evidence of project management and leading change initiatives
	D
	A, I

	· Evidence of managing staff cover in a school environment
	D
	A, I

	· Significant experience in human resource management
	E
	A, I

	· Successfully leading and managing a team of staff
	E
	A, I, R

	· Up-to-date knowledge of relevant legislation and guidance in relation to working with and the protection of children and young people
	E
	A, I

	· Commitment to the protection and safeguarding of young people
	E
	I

	· Creating and managing strategic plans
	E
	A, I

	· Premises management and Health and Safety administration
	D
	A, I

	· Appropriate working knowledge of Data Protection
	E
	A, I

	· Awareness of safeguarding procedures and the knowledge of reporting issues
	E
	A, I

	· Managing within an educational environment
	D
	I

	· Relevant leadership experience of one of the following: premises management, human resources, health and safety, administrative systems.
	D
	A, I

	· Effective management of change leading to positive outcomes
	D
	A, I

	
	
	

	KNOWLEDGE & UNDERSTANDING 

	· Evidence of knowledge, understanding and skill in Facility and property management
	D
	A, I

	· Sound and up to date knowledge of human resources 
	E
	A

	· Evidence of knowledge and understanding of Health and Safety processes, safeguarding and emergency situations within high schools/challenging environments 
	E
	A, I

	· Good ICT skills including the ability to use a range of software packages
	E
	A

	· Ability to function to the highest professional standards in a demanding and constantly evolving school environment
	E
	A

	· Able to contribute to wider school management, administration and initiatives
	E
	A

	· Able to direct/lead staff to meet deadlines and to support school standards and expectations
	E
	A

	· Good organisational and time-management skills 
	E
	A

	· Able to deliver services and systems applicable for effective school management
	E
	A, I

	· Awareness of key issues in relation to Human Resources, Health and Safety and Site Management 
	E
	A, I

	· Effective leadership and management skills 
	E
	A, I

	· Awareness of key issues in relation to Staff Cover in schools
	D
	A, I

	· Able to lead teams and individuals and secure effective team development
	E
	A

	· Ability to present complex information in verbal and written formats to both internal and external audiences
	E
	A, I

	· Excellent attention to detail
	E
	A, I

	MANAGEMENT SKILLS

	· Ability to manage decisively within a collaborative ethos
	E
	I, R

	· Highly ICT literate skills making appropriate use of ICT 
	E
	A, I

	· Ability to think strategically and creatively, to develop ideas and implement them successfully in areas of responsibility
	E
	A, I, R

	· Ability to respond positively and enthusiastically to new challenges, prioritising effectively and delegating as appropriate, but always seeing tasks through to their conclusion
	E
	I, R

	· Ability to take decisions after appropriate consultation
	E
	I, R

	· Reflect on situations and events and respond constructively.
	E
	I,R

	· Digest, condense and make sense of large amounts of information.
	E
	A, I

	· Ability to inspire, motivate, lead and manage staff and students
	E
	I, R

	· Sensitivity and courage when dealing with difficult situations
	E
	I, R

	· Highly effective communication and interpersonal skills suitable for a variety of audiences e.g. parents, governors, staff, students
	E
	I, R

	PERSONAL QUALITIES

	· A self-starter.
	E
	A, I, R

	· Committed to improving standards with a belief that all things are possible and that everyone can succeed
	E
	I

	· A strong team player and possesses the ability to motivate others
	E
	A, I, R

	· A genuine liking for teenagers and a dedication to the development of young people 
	E
	A, I

	· Accept and act on feedback in a constructive way.
	E
	A, I, R

	· Innovative and creative thinker
	E
	I

	· A person who enjoys learning and seeks out opportunities to continue learning
	E
	A, I, R

	· Enthusiastic, energetic and self-motivating 
	E
	I

	· Hard working, tenacious, reflective, resilient and responds well to pressure
	E
	I, R

	· Flexibility, sensitivity and the ability to find solutions to problems
	E
	I

	· Professional pride and integrity, adaptability and high expectations of all
	E
	I

	· The willingness to support colleagues and challenge underperformance
	E
	A, I

	· To have an excellent record of personal attendance and punctuality over the last 3 years
	E
	A, R

	· High personal standards – dress, conduct, and presentation
	E
	I
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