[image: ]
Person Specification 
Small School Business Manager
	
	Essential
	Desirable

	Qualifications
	GCSE Maths and English A-C grade or equivalent. 

NVQ3 or equivalent qualification/experience. 

High level numeracy, literacy and ICT skills
	NVQ4 or equivalent qualification in business administration or certificate in business management 

Word processing or ICT qualifications. 

IOSH Health and Safety training 

First Aid training 

Experience of school information management system (maintaining pupils and staff records, end of year procedures, attendance, pupil census, upgrades) 

Maintenance of Single Central Record and performing safeguarding checks.

Evidence of further training in school-based work

	Knowledge
	Effective use of ICT and other specialist equipment and resources 

Microsoft Office
	Safer recruitment procedures and training 

Touch typing 

Updating of school website 

Working knowledge of relevant policies, codes of practice and legislation

	Relevant Experience
	Experience working in administration and finance.

Experience of development, management and operation of administrative systems 

Working independently and taking initiative, when appropriate.

	Relevant experience working in school administration and finance, preferably at a senior level 
Experience of School Information Management systems Accountancy/book keeping 

Experience of financial auditing and review of systems (SFVS – Schools Financial Values Standards) 

Experience of negotiating terms of contracts and obtaining best value 

Experience of development, management and operation of administrative systems in a school-based setting

	Skills
	Organise and prioritise own workload effectively to meet deadlines. 

Responsible for security of confidential data on pupils and staff, money and income, legal records etc. 

Able to deal calmly with work pressures and adjust priorities as necessary. 

Ability to relate well to children and adults. 

Approachable, courteous and able to promote positive image as first point of contact for visitors and callers to the school. 

Work constructively as part of a team, understanding school roles and responsibilities and your own position within this. 

	Ability to self-evaluate learning needs and participate in relevant training and other learning activities as required. 

Willingness to share expertise with teaching and non-teaching colleagues working at own school and others within the cluster.


	Other
	Willingness to carry out a wide range of duties, from senior roles (taking a lead on health and safety management, budgetary and financial responsibilities, confidential personnel work) to routine admin and reception duties 

Flexibility and willingness to accept change 

	



Terms and conditions of employment 
Selside Endowed CE School is committed to Safeguarding and promoting the welfare of children and expects all staff to share this commitment. The school strictly adheres to Safer Recruitment policies and procedures. Appointment to the post will be subject to a satisfactory enhanced DBS (Disclosure and Barring Service) check, and appropriate pre-employment checks. The successful candidate will be asked to make a self-declaration about their suitability to work with children, including any known disqualifications by association.
Subject to:
  Satisfactory Medical Questionnaire and six-month probationary period 
 Compliance with Asylum and Immigration Act 1996 
 Evidence of stated qualifications relevant to the post
  Evidence of membership of relevant professional bodies dictated by the post 
 Enhanced DBS clearance

image1.jpeg
SELSIDE

Endowed C of E Primary School





 


Person Specification 


 


Small School Business Manager


 


 


Essential


 


Desirable


 


Qualifications


 


GCSE Maths and English A


-


C grade or 


equivalent. 


 


 


NVQ3 or equivalent 


qualification/experience. 


 


 


High level numeracy, literacy and ICT 


skills


 


NVQ4


 


or equivalent qualification in business 


administration or certificate in business 


management 


 


 


Word processing or ICT qualifications. 


 


 


IOSH Health and Safety training 


 


 


First Aid training 


 


 


Experience of school information management 


system (maintaining pupils and staff records, end 


of year procedures, attendance, pupil census, 


upgrades) 


 


 


Maintenance of Single Central Record and 


performing safeguarding checks.


 


 


Evidence of further training i


n school


-


based work


 


Knowledge


 


Effective use of ICT and other 


specialist equipment and resources 


 


 


Microsoft Office


 


Safer recruitment procedures and training 


 


 


Touch typing 


 


 


Updating of school website 


 


 


Working knowledge of relevant policies, codes of 


pra


ctice and legislation


 


Relevant 


Experience


 


Experience working in administration 


and finance.


 


 


Experience of development, 


management and operation of 


administrative systems 


 


 


Working independently and taking 


initiative, when appropriate.


 


 


Relevant experience working in school 


administration and finance, preferably at a senior 


level 


 


Experience of School Information Management 


systems Accountancy/book keeping 


 


 


Experience of financial auditing and review of 


systems (SFVS 


–


 


Schools Financial 


Values 


Standards) 


 


 


Experience of negotiating terms of contracts and 


obtaining best value 


 


 




  Person Specification    Small School Business Manager  

 Essential  Desirable  

Qualifications  GCSE Maths and English A - C grade or  equivalent.      NVQ3 or equivalent  qualification/experience.      High level numeracy, literacy and ICT  skills  NVQ4   or equivalent qualification in business  administration or certificate in business  management      Word processing or ICT qualifications.      IOSH Health and Safety training      First Aid training      Experience of school information management  system (maintaining pupils and staff records, end  of year procedures, attendance, pupil census,  upgrades)      Maintenance of Single Central Record and  performing safeguarding checks.     Evidence of further training i n school - based work  

Knowledge  Effective use of ICT and other  specialist equipment and resources      Microsoft Office  Safer recruitment procedures and training      Touch typing      Updating of school website      Working knowledge of relevant policies, codes of  pra ctice and legislation  

Relevant  Experience  Experience working in administration  and finance.     Experience of development,  management and operation of  administrative systems      Working independently and taking  initiative, when appropriate.    Relevant experience working in school  administration and finance, preferably at a senior  level    Experience of School Information Management  systems Accountancy/book keeping      Experience of financial auditing and review of  systems (SFVS  –   Schools Financial  Values  Standards)      Experience of negotiating terms of contracts and  obtaining best value     

