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Employee Specification Form
	Post Number
	

	
	Job Title
	Operations Manager 

	
	Department
	Eastway Primary School

	
	Prepared by and date
	E Morris Nov 23

	Listed below are the personal attributes required to fulfil the duties listed in the Job Description.

	Essential Personal Attributes
	Stage Identified
	Desirable Personal Attributes
	Stage Identified

	Qualifications
· GCSE education to include English Language and Maths (or equivalent)
· Record of Continuous Professional Development

· Relevant, recognised professional qualification in finance, accounting or business administration

	App/Int
	Qualifications
· Commitment to further Professional Development 
· Willingness to achieve the ISBL Diploma for School Business Managers/Leaders or CIPFA Diploma in School Financial and Operational leadership
	App/Int

	Experience

· Management and leadership of staff
· An understanding of the challenges associated with leading and sustaining complex working relationships

· Experience of business and financial management of resources including budget and financial planning

· Knowledge and experience of managing Health and Safety 

· Understanding of the requirements under GDPR legislation
	App/Int
	Experience
· Experience of leading appraisal/performance management of staff
· Working in a strategic role in the public or educational sector

· Experience of the process of academisation and working within a multi-academy trust

· Working in a busy organisation and dealing with confidential matters

· Project Management

· Experience of reporting to senior management and governors

· Experience of managing and leading staff and a thorough understanding of HR issues within a school context.
	App/Int

	Knowledge and skills
· Ability to think strategically about the use of resources
· An understanding of the challenges and opportunities that school’s face in the next five years

· Excellent inter-personal skills and communication skills

· Ability to challenge and support colleagues in order to improve effectiveness

· Excellent IT skills

· An awareness and understanding of the safeguarding responsibilities of all adults who work with young children

· Abilty to communicate effectively through highly developed inter-personal, written, oral and presentation skills

· Ability to undertake administrative duties, delegate to office team appropriately

· An ability to work under pressure and ensure deadlines are met

· Ability to achieve value for money including the procurement of goods and services
· Understanding of the reporting requirements, processes and procedures relating to the School’s Governing Body
	App/Int
	Knowledge and skills
· Understanding of how to use MIS and school financial systems (training will be provided)
· An understanding of how new technologies can improve the school’s business management and administration

· Ability to write, apply and secure relevant sponsorship/bids/grants

· Knowledge of school extended services activities, including lettings and license agreements and contracts with external companies
	App/Int

	Special Requirements
· Fully support the school’s vision, aims and ethos and present a professional image at all times
· Excellent interpersonal skills that wil develop good relationships with parents,pupils and staff

· Willingness to work flexible hours when necessary (for example during Governing Body meetings)
	App/Int
	Special Requirements
· Expertise that will complement existing leadership team
	App/Int


Employee Specification Form – Guidance for Applicants
	These guidance notes should be studied carefully before completing the Job Application Form (M05).

What is the purpose of an Employee Specification Form?

The Employee Specification Form lists the personal attributes required to fulfil the duties listed in the Job Description (M03).

What are personal attributes?

The personal attributes are the qualifications, experience, knowledge and skills and any special requirements that are required to be able to fulfil the duties of the post.
They are set at a level appropriate to the work to be done and not higher than necessary; stated clearly and specifically; and entirely job related.
What are essential personal attributes?

These are the personal attributes without which a person would  simply be unable to do the job.

Examples could be the possession of a current driving licence or a relevant qualification.

Any applicant who does not meet all of the essential requirements will not be shortlisted (unless the stage identified is not at application).
Any Disabled applicant who meets all of the essential requirements must be shortlisted for interview.

What are desirable attributes?

These are the personal attributes which are desirable, but not essential.

Examples for certain jobs could be local government experience or knowledge of new technology.

A candidate will not be rejected for failing to meet any single desirable requirement.

What are the Stages Identified?
These are the stages in the selection process that the personal attribute is to be identified, eg application form, interview, tests, references, etc.
How should I use the Employee Specification when completing my Job Application Form?

You should refer to the personal attributes listed on the Employee Specification Form and use them to state clearly how you meet each of them on Section A4 of the Job Application Form (M05). You should start with the essential requirements and then the desirable requirements. You should also demonstrate how you meet them (give examples). 
Failure to state how you meet an essential requirement (if identified as Application stage) will result in you not being shortlisted for interview/the next stage.
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