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Business Manager
Person Specification
	Personal Attributes required (on the basis of the job description)
	Essential (E) Or
Desirable (D)
	Identified by:
Application 
Form (AF), 
Interview (I), Test (T) or other

	QUALIFICATIONS AND TRAINING
The successful candidate will have:
	
	

	· Degree or equivalent qualification or ability to demonstrate equivalent experience
	E
	AF

	· Training in safeguarding, GDPR and safer recruitment (or willingness to complete). Governance or project management qualification.
	E
	AF

	· Evidence of continuing professional development relevant to Finance, operations, governance or administration.
	E
	AF

	· Health & Safety qualification or willingness to undertake training.
	E
	AF

	· Professional financial qualification (e.g., CIPFA, ACCA, CIMA)
	D
	AF

	· School Business Management qualification (e.g., DSBM, CSBM).
	D
	AF

	· Project management training (Prince2 or similar).
	D
	AF

	EXPERIENCE
The successful candidate will have
	
	

	· Senior leadership experience in a complex organisation
	E
	AF/I

	· Experience coordinating large-scale projects involving multiple stakeholders (e.g., contractors / funding bodies).
	E
	AF

	· Proven experience of financial management, budget setting and strategic planning.
	E
	AF/I

	· Experience managing HR, estates, IT or administrative functions.
	E
	AF/I

	· Experience leading teams, driving change and improving systems/processes.
	E
	AF/I

	· Experience of writing and preparing reports for senior leaders, Governors or Boards.
	E
	AF

	· Experience managing high-level confidential information.
	E
	AF/I

	· Experience of procurement, contract management and income generation.
	E
	AF/I

	· Experience in a School, Trust or education setting.
	E
	AF/I

	· Experience working with legal teams or HR department
	D
	AF/I

	· Awareness of safeguarding responsibilities.
	E
	AF/I

	· Knowledge of conversions, TUPE, and academy processes.
	D
	AF/I

	· Experience using SIMS or similar MIS systems
	D
	AF/I

	KNOWLEDGE & SKILLS 
The successful candidate will have:
	
	

	· Excellent knowledge of financial controls, risk management and compliance.
	E
	AF/I

	· Strong understanding of governance, compliance and statutory requirements.
	E
	AF/I

	· Knowledge of academy trust regulations (Academy Trust Handbook, ESFA) and governance frameworks.
	D
	AF/I

	· Understanding of safeguarding, data protection and information security (GDPR) and Health & Safety requirements.
	E
	AF/I

	· Excellent project management and organisational skills with the ability to effectively plan and manage data, systems, programmes and functions to produce Trust wide strategies and plans
	E
	AF/I

	· Strong IT skills including use of IT / MIS network requirement and systems
	D
	AF/I

	· Strong understanding of HR procedures and employment law.
	E
	AF/I

	· Ability to develop policies and procedural frameworks.
	E
	AF/I

	· Ability to work across all school sites and co-ordinate demands
	E
	AF/I

	· Excellent communication, interpersonal, negotiation, and influencing skills to engage effectively with stakeholders at all levels
	E
	AF/I

	· Ability to work well under pressure and manage conflicting demands
	E
	AF/I

	· Ability to work to tight deadlines and deliver results
	E
	AF/I

	· Supportive of change and continuous improvement processes
	E
	AF/I

	· Ability to make well-reasoned decisions based on sound judgement
	E
	AF/I

	· Professional outlook, highly organised, able to multi task and meet deadlines
	E
	AF/I

	· Helpful and positive nature and ability to stay calm and diplomatic under pressure
	E
	AF/I

	· Understanding of the importance of confidentiality and discretion
	E
	AF/I

	· Ability to work strategically and collaboratively with senior leaders
	E
	AF/I

	· High levels of personal integrity, confidentiality and professionalism.
	E
	AF/I

	OTHER
	
	

	· Genuine passion for working in a Trust	
	E
	AF/I

	· Commitment to undertake further ongoing training and professional development
	E
	I

	· Clearance through the Disclosure and Barring Service - (Clearance is required before confirmation of appointment)
	E
	AF/I
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