
 

Head of Finance and Business 
Person Specification 
 
 

Main purpose 

The Head of Finance and Business is a key member of the school’s senior leadership team with responsibility for leading                                       
and managing the business functions of the school to sustain and enhance a high quality of education. The post holder                                       
provides leadership of high-quality services and resources, builds service-oriented support teams, and instills a service                             
culture across the school. The post holder has oversight of financial and business operations, people management,                               
project management, compliance, payroll, IT infrastructure, facilities, catering and security. 
 

Qualifications and experience  Essential  Desirable 

Degree - ideally in accountancy, business management or a related discipline  ✓   

A school business management qualification (or a willingness to undertake further training)    ✓ 

Recognized business, management, accounting or equivalent qualification and experience  ✓   

Nationally recognized French accounting qualifications (or similar transferable skills)    ✓ 

An understanding of international accounting rules and practices     ✓ 

Evidence of ongoing professional development  ✓   

Knowledge of the Code du Travail and Convention Collective (enseignement prive independent)    ✓ 

Health and safety training: safety in schools, water, electricity, gas, evacuation, security, insurance, 
cleaning and hygiene, risk assessment 

  ✓ 

Fluent French (written and spoken)    ✓ 

Fluent English (written and spoken)  ✓   

Hold a valid EU passport or valid French work permit  ✓   

 

Experience  Essential  Desirable 

Successful business experience  ✓   

Knowledge and experience of strategic financial planning and modelling  ✓   

Project management experience  ✓   

Leadership and management experience  ✓   

Involvement in self-evaluation and improvement planning  ✓   

Experience of change management  ✓   

Experience of leading multi-disciplinary teams  ✓   

Experience of tendering processes and managing contracts    ✓ 

Ability to negotiate effectively  ✓   

Ability to contribute to staff development    ✓ 

Experience working in a non-profit, educational setting, an Association 1901    ✓ 

   



 

 
 
 
 
 
 
 

Skills and knowledge  Essential  Desirable 

Expert knowledge of financial management and audit processes  ✓   

Excellent attention to detail  ✓   

Highly developed analytical and problem-solving skills with the ability to initiate innovative and 
practical solutions 

✓   

Ability to lead a range of teams and build capacity  ✓   

Effective oral and written communication  ✓   

Emotionally-intelligent people skills  ✓   

Ability to communicate a vision and inspire others  ✓   

Excellent organizational and presentation skills  ✓   

Ability to build effective working relationships with staff and other stakeholders  ✓   

Working knowledge of accounting software and strong IT skills  ✓   

 

Personal qualities  Essential  Desirable 

Commitment to promoting the Catholic ethos and values of the school to secure the best 
outcomes for students 

✓   

Commitment to acting with integrity, honestly, loyalty and fairness to safeguard the assets, 
financial probity and reputation of the school 

✓   

Ability to work under pressure and prioritize effectively  ✓   

Ability to be flexible and work to support the rhythm of the school year  ✓   

Commitment to maintaining confidentiality at all times  ✓   

Commitment to safeguarding and equality  ✓   

 
Safeguarding 
 
This post requires the employee to work in settings with children and young adults. Enhanced police, suitability and employment checks will be 
carried out from all of the countries in which the candidate has worked. 
 
The post holder will be dedicated to keeping children safe in education and will make sure all necessary checks are carried out on those who lead 
activities. 
 


