	Person Specification: School Business Manager Windmills Junior School 2024

	Qualifications
	Essential
	Desirable

	Recognised management/ business degree or equivalent related professional qualification
	
	D

	School Business Manager specific qualification or desire to undertake this training
	E
	

	A Levels or appropriate higher education qualifications
	
	D

	5+ GCSE or O Levels including English and Maths
	E
	

	Positive recommendation in professional references
	E
	

	Relevant Experience
	Essential
	Desirable

	Relevant experience of managing budgets, financial reporting and procurement 
	E
	

	Previous experience of preparing budgets and monitoring costs / income
	E
	

	Previous experience of working in an office environment (finance and / or personnel)
	E
	

	Experience of financial management within or outside an educational setting 
	E
	

	Competent on FMS and SIMS (or other similar management systems)
	
	D

	Ability to adhere to relevant school policies / codes of practice / legislation
	
	D

	Knowledge and skills
	Essential
	Desirable

	Confident and experienced in running financial systems:  setting budgets, monitoring and evaluating budgets, analysing budget spend, financial reporting, ordering, processing and payment of goods and services 
	E
	

	Ability to work independently, make decisions and communicate these to the Headteacher 
	E
	

	Excellent attention to detail
	
	

	Able to deliver value for money initiatives 
	E
	

	To ensure that the principles and procedures detailed in the Schools Financial Value Standard (SFVS) are adhered to 
	E
	

	Ability to communicate to a variety of audiences both orally and in writing i.e. the Governors the financial position of the school
	E
	

	Experience of leading and managing staff to motivate them to do a good job
	E
	

	Be able to work effectively with a wide range of computer-based systems; including proficiency in MS Word, Excel and financial management systems (SIMs / FMS)
	E
	

	Take on full responsibility for the personnel and payroll functions
	E
	

	Ability to prioritise and work to deadlines in a busy school office
	E
	

	Knowledge of Health & Safety requirements
	
	D

	An understanding of school management issues and the governing body
	E
	

	Understanding of data protection and confidentiality 
	
	D

	Leadership 
	Essential
	Desirable

	Support the Head in the management of change and improvement in pursuit of strategic objectives
	
	D

	Prioritise, plan and organise the work of self and of others in order to ensure the smooth running of the school office
	E
	

	Experience of working as part of a team; dealing sensitively with people and using appropriate skills to resolve conflicts
	E
	

	Be able to seek advice and support, when necessary, both from within the school and other more experienced colleagues or financial services
	E
	

	To act as a role model and lead by example, embracing change and constantly pursuing the best for the school
	E
	

	Show a commitment to equal opportunities and safeguarding requirements
	E
	

	Personal qualities
	Essential
	Desirable

	Commitment to promoting the ethos and values of the school and getting the best outcomes pupils
	
	

	Commitment to acting with integrity, honesty, loyalty and fairness to safeguard the assets, financial probity and reputation of the school
	
	

	Excellent interpersonal and communication skills
	
	

	Ability to work under high levels of pressure and meet deadlines within a continually changing environment
	E
	

	Smiley and positive ‘can do’ attitude to school life – even under pressure 
	E
	

	To be confident, resilient, discreet and loyal
	
	

	Ability to work effectively as part of a team 
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