
Person Specification

We are committed to safeguarding and promoting the welfare of Children and Young People

St Mary’s Catholic College, Person Specification – Business Manager
	PERSONAL ATTRIBUTES

	
	Essential
	
	Desirable
	

	
	Attribute
	Stage Identified
	Attribute
	Stage Identified

	Qualifications
	· Graduate Status or equivalent*

	A
	· Management qualification*
	A

	Experience
	· Budget Management
· Evidence of successful management
· Experience of working as a team member

· Responsible for an aspect of management planning

· Ability to meet deadlines
· Ability to prioritise workload
	A I R

A I R
A I R
A I R

I R

A I R
	· Understanding of Financial Control in Academies
· Personnel/Recruitment
· Secondary School/Academy experience

	A
A
A



	Knowledge and Skills
	· Good oral and written communication skills to a variety of audiences
· Good administration/ organisational skills

· Awareness of current key issues in education

· Independent decision making skills
· High order of ICT Skills and applications
· Forward planning
· Analytical skills leading to problem –solving skills
	A I R

A I R

A  I
A I
A I R
I R

A I R


	· Awareness of monitoring and evaluating processes
· Able to recommend ICT packages

· Strategic Planning


	A I
I R

I R


	Personal Qualities
	· Support Catholic Ethos

· Enthusiasm & energy 

· Tact and Diplomacy
· Confidentiality and integrity
· To be supportive of colleagues and pupils
· Flexible approach
· Proactive
· Commitment to safeguarding and promoting the welfare of Children and Young People.
	A R

A I R

A I R

I R

I R

I R
I R

A I R
	· Sense of humour 

· Willingness to undertake further training and responsibility

· Willingness to contribute to the College Improvement Plan
· Flexibility in relation to working arrangements
	I

A I

I

I


A=Application form  I=Interview   R=Reference   *Shortlisted candidates should bring with them copies of their qualifications.
