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	Essential
	Desirable

	Qualifications

	· NVQ4 Level or equivalent in Business Management with financial knowledge and estate management experience 
· Relevant business/office/ administrative experience
· Excellent numeracy and literacy skills
· Evidence of continuing professional development
	· An awareness of Health and Safety in an educational environment

	Experience, Knowledge and Skills

	
· Budget management skills
· Broad knowledge and understanding of school processes and functions specialist software/web-based systems, policies and regulations- such as financial standards, purchasing, procurement and catering
· Manage long term plans and projects (specifically financial and premises)
· Staff management, including recruitment, training, performance and absence management 
· Can provide day to day management of school budgetary systems and admin functions such as HR activity, contracts and tendering; premises, site safety and development 
· Can provide the Co Headteachers and Leadership Team support with regard to strategic planning in finance and site management 
· Good knowledge of GDPR 
· Have a discrete and confidential approach
· Excellent communication, written and IT skills

	
· Ability to negotiate, manage and monitor contracts and tenders
· Good knowledge of relevant policies/codes of practice and an awareness of relevant legislation 
· Knowledge of ‘Keeping Children Safe in Education’ and the ability to apply its principles. 





















	Attributes

	· Ability to work independently 
· Able to plan and prioritise work and cope with competing demands 
· Excellent organisational and time management skills 
· Ability to establish effective communication with parents, visitors, staff and pupils
· Proven high level communication skills to effectively influence and negotiate
· Be creative and flexible
· Able to deal sensitively with people and resolve conflicts
· Ability to manage others and monitor their own performance
· Able to evaluate own learning needs and those of others and actively seek learning opportunities to address these
· Share knowledge with others and support their development
· Able to demonstrate decision making skills and respond to a variety of financial enquiries and give advice 
· Able to work independently on own initiative and constructively as part of a team
· Able to think creatively to anticipate, solve problems and compromise when required
	· Personal skills, interests or hobbies which contribute to the experiences of the children



