FIELD END JUNIOR SCHOOL
Person Specification – Business Manager
The Governing Board of Field End Junior School are seeking to appoint a Business Manager with; good interpersonal skills, personal presence and who is approachable.  The successful candidate will be able to work as a member of a team, will be confident in a wide range of settings and with different groups of people, will have a sense of humour and personal warmth.  These qualities will constitute some of the main criteria for the interview.

	
	Essential
	Desirable



	EDUCATIONAL ACHIEVEMENTS, QUALIFICATIONS AND TRAINING

	· GCSE English and Maths or equivalent.

· Recognised appropriate qualifications
· A commitment to continuing professional development

· Evidence of good language and communication skills, both written and spoken.

	· Diploma in School Business Management (DSBM)

· Safer Recruitment Training

· First Aid Trained.


	EXPERIENCE
	· At least 3years office experience

· Experience of working successfully as a member of a team
· Experience of working with different stakeholders

· Experience of working under pressure and prioritising workload and meeting deadlines

· Experience of managing staff

· Use of FMS and SiMS

· Prepare and monitor budgets


	· Work in an educational environment
· Online banking capabilities

	JOB RELATED APTITUDE AND SKILLS
	· Must be computer literate

· Must have a sound understanding of Finance, HR, Health & Safety and the importance of adhering to regulations and procedures

· An excellent knowledge of Word and Excel

· Actively promote the Safeguarding and Child Protection policies and practices within a school setting.

· Understand the importance of maintaining and ensuring confidentiality at all times.

· Ability to communicate with other professionals. 
· Interpret and explain financial reports

· Ability to accurately maintain records and files
· Ability to correspond appropriately on financial matters


	· Knowledge of the requirements in relation to financial management in schools
· Knowledge of school funding



	PERSONAL QUALITIES
	· Personal “presence” and confidence.  Warmth and sensitivity, flexibility and maturity of approach, enthusiasm and a sense of humour.

· Professional, upbeat nature.

· Good communication and organisational skills.

· A commitment to teamwork.
· Tact and diplomacy.

· Ability to manage self and time well

· Integrity and patience.
	· A commitment to specific out of school activities, eg. visits and evening activities. 

	EQUAL OPPORTUNITIES
	· An understanding of and commitment to equality of opportunity.
	· Experience of working in a multicultural school.
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