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Joseph Swan Academy

Academy Business Manager – Person Specification
	Category
	Essential
	Desirable
	Evidence Gained From

	Qualifications and Training
	· Level 4 Diploma in School Business Management/ Business Management/Accountancy or equivalent
· Evidence of continued commitment to personal professional development 
	· Relevant degree or recognised professional qualification 

· Masters degree in relevant field 
	Letter of Application
Interview

References

	Experience and Knowledge
	· To have experience of working as part of a Leadership Team
· To have strong analytical and problem solving skills, combined with a positive approach to change management and managing people
· To have a successful track record of leadership and management experience within a large complex organisation
· To have strong financial and commercial acumen, and be able to effectively assimilate, analyse and interpret financial data
· To have knowledge and understanding of Academy structures and the challenges of working in an academic environment

· To have knowledge of property, Health and Safety, contract negotiation and employment issues
· To possess a good understanding of legal issues, the handling of complaints and liaising with Government, regulatory authorities and legal teams
	· To have worked in a Leadership Team in an educational environment
· To have a knowledge and understanding of Sixth Form funding
· To have previous experience of being a Business Manager
· To have experience of initiating, leading and managing cultural change at a senior and strategic level in an organisation
· To have a proven record of success gained in the education sector 

· To have a high level of commercial awareness


	Interview

Letter of Application 

	Skills
	· To have excellent interpersonal and communication skills, including the ability to relate well to people on all levels, to resolve conflicts in a sensitive and diplomatic manner and to encourage and motivate
· To have a working knowledge of Sage 200
· To have high levels of IT, with experience of implementation and use of IT systems
· To have full knowledge and understanding of financial system
· To have the ability to think strategically and to analyse complex situations, formulating and implementing plans of action

· To be able to work with colleagues and contractors from a range of backgrounds

· To have highly developed organisational skills managing time well to meet competing priorities
· To have the ability to prioritise workloads and manage the delegation of work effectively
	· To have a good working knowledge of a range of effective Academy improvement strategies
· To have a thorough understanding of Academy performance analysis and issues relating to improved achievement and attainment
· To have a specific finance qualification

	Letter of Application 

Interview

References


	Personal Qualities
	· To believe in the Joseph Swan Academy ethos of ‘Where Everyone Can Shine’

· To be a strong leader, motivator and a team player, adaptable, reflective, creative, innovative, resilient and forward-thinking

· To possess effective leadership skills with the ability to motivate and steer others towards achieving successful objectives
· To demonstrate intellectual vision, and have the skills and the ability to contribute to national debate on issues
· To have an interest in educational issues and enjoy promoting, supporting and representing the Academy community
· To demonstrate effective decision making skills including the ability to make quick decisions when under pressure and be willing to accept responsibility for decisions

· To have the ability to work flexibly to meet the demands of the post

· To be suitable to work with children/young people

· To be committed to equal opportunities

· To be loyalty and reliability
	· To have a proactive approach to change with an ability to think laterally
· To have confidence to work at a national level

· To be commitment to life long learning

· To be flexibility and adaptability
	Interview
Letter of Application

References

	Special Requirements
	· No adverse criminal record

· Positive attendance and timekeeping record
	
	Letter of Application

Interview

References

DBS Clearance 


