Business Manager Person Specification
Job Title:  Business Manager
Annual Salary: 

BACKGROUND INFORMATION

Business Manager 37 hours per week.  8.00am – 4.00pm. The successful applicant will need to be flexible and if necessary be available to work additional hours if required. 
ROLE SUMMARY

We are seeking to recruit an experienced, positive, reliable and enthusiastic Business Manager who is organised and friendly with excellent communication skills.  
The overall purpose is to support the Head Teacher and the School Leadership team.

	ATTRIBUTES
	ESSENTIAL
	DESIRABLE
	HOW IDENTIFIED

	Education and Qualifications
	Competent IT Skills.

Excellent written and oral communication.  
	Ability to self-evaluate learning needs and actively seek learning opportunities.
	Application form.

Interview.

	Experience
	Experience in a financial/administrative role.

Experience of working in a school environment. 
	
	Application form.
Interview.

	Skills, Knowledge and Abilities
	Knowledge of school financial, personnel and administrative systems.

Knowledge of FMS6 and cheque book systems.

Good understanding of FSVS.

Self starter, organised and efficient.

Excellent communication skills both face to face and on the telephone.  
Ability to work under pressure and multi-task.
Methodical and ability to follow processes and procedures.

Hardworking with strong attention to detail.
Excellent numeracy/literacy skills

Able to manage school facilities and contracts.

Able to formulate ideas and solutions and present them to the Headteacher and Governing Body.

Able to undertake routine office duties including reception, telephone, record keeping, filing.
	Willingness to undertake further training as required.
	Application Form.
Interview.

	Attitude and Personal Qualities
	Able to work effectively as part of a team/under own initiative.
Excellent inter-personal skills.

Be flexible and supportive within a busy school environment.  Respond and adapt to changing and challenging circumstances.

Able to maintain strict confidentiality.
	
	

	Other Requirements
	Attend relevant meetings of the governing body and committees.
	
	


