
PERSON SPECIFICATION – BUSINESS MANAGER 
 

 

PERSON SPECIFICATION 
The Person Specification is an important part of the recruitment process.  It should be read carefully as it will form the basis of shortlisting and 
ultimately, appointing the successful applicant.  You must demonstrate therefore how you meet each of the following criteria in your application. 
 
This is a professional role, normally achieved through qualifications.  The post holder will lead on a diverse range of operational areas.  The role 
objectives are defined but the post holder will be required to think about how to achieve these rather than following predetermined procedures. 
 
 
 
 
 

Criteria Essential Desirable To be measured by 

Qualifications  Minimum of 5 GCSE level C including Maths and 
English. 

 AAT (Level 4) or equivalent 

 

 

 

 DSBM 

 Level 6 Qualification relevant to the role 

 Relevant Health & Safety Qualification 

 Accountancy Qualification (CIMA, CIPFA) 

 CIPFA Reporting for Academies or willingness 
to study for 

 A  

 A 

 A 

 A 

 A 

 A 

 A 
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Criteria Essential Desirable To be measured by 

Skills  Ability to demonstrate the highest levels of 
personal and professional integrity at all times; 
maintaining a positive outlook, enthusiasm and 
resourcefulness 

 Excellent literacy and numeracy skills. 

 Excellent IT skills – in particular use of 
spreadsheets 

 Excellent organisational skills 

 Ability to maintain confidentiality 

 Ability to work well under pressure 

 Ability to constructively challenge the work of 
self and others to continually improve own and 
teams’ performance, 

 Ability to deal with staff at all levels in an 
appropriate manner 

 Excellent interpersonal skills, with the ability to 
respond to a wide range of customers 

 Ability to work on own initiative and manage own 
workload, using initiative to make decisions and 
identify solutions to problems not previously 
experienced. 

 Ability to develop systems and procedures 

  A / I 

 A / I / T 

 A / I / T 

 A / I / T 

 A / I  

 A / I 

 A / I 

 

 A / I 

 A / I 

 A / I 

 

 

 A / I 
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Criteria Essential Desirable To be measured by 

Experience  

 

 

 

 

 

 

 

 

 Relevant work based experience at a senior 
level 

 Experience of managing premises 

 Experience of problem solving implementing 
solutions at an advanced level 

 Experience of leading and managing change 
within an organisation 

 Experience of managing strategic financial plans 

 Experience of leading on the HR functions of an 
organisation 

 Experience working in an education environment 

 Experience of successfully leading a team 

 Knowledge of legislation relevant to schools 

 Experience of managing and maintaining strong 
financial controls 

 

 

 A / I 

 A / I  

 A / I 

 A / I 

 A / I 

 A / I 

 A / I 

 A / I 

 

 A / I 

 

 A / I 

 


