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Person Specification – School Business Manager
	School: Nathaniel Newton Infant School
	Location: Victoria Road, Hartshill, Nuneaton. CV10 0LS

	Job Title: School Business Manager
	[bookmark: _GoBack]Salary Range: NJC Grade I SCP 17-20 £33,699 to £36,363 (Actual salary £23,064-£25,561)




	Key Criteria
	Essential
	Desirable

	Qualifications
	· GCSE (or equivalent) in English and Maths (Grade C/4 or above)
· Relevant Level 4 qualification (e.g. business management, finance, HR or administration) or equivalent experience
	· School Business Management qualification 
· HR or Facilities Management qualification

	Professional Experience
	· Proven experience in financial management, budgeting and monitoring
· Experience of managing administrative systems and processes
· Experience of supervising or managing staff
· Experience of working with a range of stakeholders
	· Experience of working in a school or education setting
· Experience of using school finance systems (e.g. SIMS FMS or equivalent)
· Experience of premises or facilities management
· Experience of procurement and contract management

	Knowledge
	· Sound understanding of financial procedures and budget management
· Knowledge of data protection and confidentiality requirements
· Understanding of safeguarding responsibilities in schools
· Awareness of HR processes and employment procedures
· Understanding of health and safety requirements
	· Knowledge of school funding, budgeting and audit requirements
· Familiarity with education policies and statutory requirements
· Understanding of governance structures in schools


	Skills and Attributes

	· Strong organisational and time management skills
· Excellent communication skills (written and verbal)
· High level of accuracy and attention to detail
· Ability to analyse financial information and produce reports
· Ability to prioritise workload and meet deadlines
· Strong ICT skills with comprehensive understanding of IT systems and management software
· Ability to work independently and as part of a team
· Problem-solving skills and ability to use initiative
· Ability to maintain confidentiality and professionalism at all times
· Strong interpersonal skills, with the ability to build positive relationships
	· Experience of strategic planning and contributing to school improvement
· Ability to lead change and develop systems effectively


	Leadership
	· Ability to lead and manage support staff
· Ability to support and advise senior leaders and governors
· Commitment to contributing to the strategic direction of the school
	· Experience of working at a leadership level
· Experience of presenting financial or operational reports to governors


	Personal Qualities
	· Commitment to the ethos and values of an infant school
· Professional integrity, honesty and reliability
· Flexible and adaptable approach to work
· High standards of personal organisation and presentation
· Commitment to safeguarding and promoting the welfare of children
· Ability to remain calm under pressure
· Positive, proactive and solution-focused attitude
· Willingness to engage in the wider life of the school
	

	Other Requirements
	· Commitment to ongoing professional development
· Willingness to undertake training relevant to the role
· Enhanced DBS clearance
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