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	Qualifications & Training
	Essential
	Desirable

	Professional Qualification
	• Evidence of continuous professional development in business management, finance, or HR.
	• Level 4 Diploma in School Business Management (CSBM/DSBM) OR equivalent qualification in Business Administration, Finance, or HR.

	Education
	• GCSE Grade C/4 (or equivalent) in English and Mathematics.
	



	Experience
	Essential
	Desirable

	School Business Setting
	• Proven, robust experience working directly as a School Business Manager or School Bursar.
	• Experience working specifically within a primary school setting.

	Financial Management
	• Successful track record of budget setting, financial monitoring, forecasting, and managing complex accounts.
	• Experience reporting financial data directly to Governors or Trustees.

	Operational Oversight
	• Direct experience managing or overseeing at least two core operational functions: HR, Health & Safety, Premises, or IT.
	• Experience managing all four core functions simultaneously in a school.

	Staff Leadership
	• Experience line-managing, motivating, and developing administrative, premises, or support teams.
	



	Knowledge & Understanding
	Essential
	Desirable

	School Finance
	• Deep knowledge of financial regulations, public procurement, and best practices relevant to schools.
	• Competency in using Arbor Finance financial software

	Compliance & Regulations
	• Strong working knowledge of current Health & Safety legislation and GDPR/Data Protection.
	• Understanding of Safer Recruitment practices and keeping the Single Central Record (SCR).

	Systems & Software
	• High level of literacy in Management Information Systems (MIS) and standard Microsoft Office package.
	• Specific experience using Arbor MIS 



	Skills & Personal Attributes
	Essential
	Desirable

	Resilience & Focus
	• Ability to thrive in a high-intensity, fast-paced environment without losing focus or dropping priorities.
	

	Autonomy
	• Highly self-motivated with the ability to take total ownership of the role and make independent operational decisions.
	

	Communication
	• Exceptional interpersonal and writing skills, with the ability to influence staff and explain financial matters simply.
	

	Adaptability
	• Highly flexible approach to work, with the self-discipline required to manage condensed hours or work from home successfully.
	



	Safeguarding
	Essential
	Desirable

	Child Welfare
	• Complete commitment to safeguarding and promoting the welfare of children and young people.
	• Up-to-date Safeguarding/Child Protection training.
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