Little Stanion Pr‘lman&

School

School Bursar and Office Manager Person Specification

Attributes E ssential Desirable

Qualifications | NVQ Leael 3 or equivalent in a relevant Emxperience of managing budgets awithin
and/or schools
deo{Bu/sirwsa/\/\anagﬂw\tqwh}lmhcnm
equivalent
and/or
mkwxpuwmmardmmtmgmuwhm

Experience Premvious use of Jinancial accounting sofware Line management responsibility
andSIMSmoﬂwrMIS Prwwu/su/schmhnzpaw\tplm?mvns
Supporting and others within ateam | such as Tucasi/Scopay
SWWCWMW Human Resource management
Financial reporting and budget management Site management and relerant record
Procurement and asset management keeping

Social media. website management and
marketing experience

Krouledg Ablztcas&stwtﬂ\/stratzgmplanmngand Kncuf{zdgzofbudgzizs@ttmgandbudgﬁr

2.Skills project management control procedures

and Apti- Abxhigiounplunmtnm&mnr\gandmuhm Undu*stwmdmgofxsbutegxm}}or/sdwoo{
Ability to communicate a mision and inspire rdahcn/slmpswtﬂtﬂwmdu/sdrwo{
others community
Erccellent IT and skills Understanding of Data Protection lauws
E rccellent i and communication skills | and processes
Awareness of health and safety management Knouledge of upkeep of Single Central
and procedures. Record and DBS regulations

Personal Commitment to promoting the ethos and values | Willi to be an active member of the
Tmmplagﬂablzto undnwmtam I.z.aﬂi@nding/sdwo{hipeandwents.
bﬂ*sofﬂm/sd'wo{/swmmwuhéﬂmughzﬁw Samonzwjmowtu above and
tinve wwnunu;ohm to ﬂwduldmatLdﬂzSiamm
Positive and attitude - can do Primary the best experience possible.

attention to detail

Sound j

Commitment to wn{ﬁdznhahhéwhm
dzaw\gwtﬂxmmm}ombm\

effectinvely




