Whitefield Primary School - Person Specification for School  Business Manager
	Experience 

	Working towards or have administrative, financial or accounting qualifications equivalent to national qualifications level 6, or Advanced Diploma of School Business Management.
	Essential 
	App/Int

	Managing strategic plans, budgets, financial reporting, procurement, and fixed assets 
	Essential
	App/Int

	Working effectively with internal and external partners
	Essential
	App/Int

	Project management
	Desirable
	App/Int

	Managing HR and H&S processes
	Desirable
	App/Int

	Knowledge

	Financial management and accounting procedures
	Essential
	Int

	H&S & HR policies/codes of practice/legislation
	Essential
	Int

	An awareness and understanding of safeguarding responsibilities of all adults who work with children
	Desirable
	Int

	Financial management and accounting in an educational setting
	Desirable
	App/Int

	Skills

	Higher level IT skills 
	Essential
	App

	Ability to use initiative, prioritise, meet deadlines
	Essential
	Int

	Excellent interpersonal skills
	Essential
	Int

	Be an effective team player able to work collaboratively and effectively with others
	Essential
	App/Int

	Ability to maintain a positive and professional demeanour
	Essential
	App/Int

	Able to work effectively with the Headteacher and Senior Leadership Team
	Essential
	App/Int

	Deal successfully with difficult situations that may include conflict management
	Essential
	Int

	Work successfully with a range of external agencies
	Desirable
	App/It

	Demonstrate a commitment to:

	Relate positively to and show respect for all members of the school and wider community
	Essential
	Int/Ref

	On-going relevant professional development
	Desirable
	App/Int

	Personal Qualities

	Enjoys a challenge, self-motivated and able to motivate and inspire others
	Essential
	Int/Ref

	Willing to contribute to the ‘Whitefield Family’
	Essential
	Int/Ref

	High level of personal drive, resilience and energy
	Essential
	Int/Ref

	Seeks aspirational goals for themselves, pupils and the school community
	Essential
	Int/Ref


	

Additional Requirements:
The following criteria must be judged as satisfactory when pre-employment checks are completed:


	1
	Enhanced Certificate of Disclosure from the Disclosure and Barring Service.

	2
	Additional criminal record checks if applicant has lived outside the UK.

	3
	Reference check.

	4
	An excellent record of attendance.

	5
	Online search check. 
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