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	Essential Personal Attributes
	Desirable Personal Attributes

	Qualifications
	GCSE ‘A’ Level (or equivalent) education to include good passes in English and Maths at GCSE Level 

Relevant, recognised additional professional qualification in finance, accounting or business administration or another aspect of the role such as HR or H&S 

	National College of School Leadership Business Certificate or diploma, or a relevant management or professional qualification

Health and Safety qualification

	Experience
	Experience of business and financial management of resources, including budget and financial planning and management of expenditure

Management and leadership of staff and a thorough understanding of staffing issues; building, leading and sustaining excellent work relationships

Management experience involving varied activities across a range of functions including administration, finance, procurement and HR

	Working in a strategic role in the public or educational sector

Developing and implementing school policies and procedures

Experience of working in an educational setting or with children and young people with SEND 

Project management

Experience of reporting to School Leaders 

Experience of site/estate management


	Knowledge, Skills and Understanding
	Ability to think strategically about the use of resources
An understanding of the challenges and opportunities that schools face in the next five years
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
Ability to communicate effectively through highly developed interpersonal, written, oral and presentation skills
Ability to undertake administrative duties and delegate to office team appropriately
 An ability to work effectively under pressure and ensure conflicting deadlines are met
Ability to achieve value for money including the procurement of goods and services
Ability to implement effective and rigorous systems to support the development of the school
Ability to contribute to policy formulation
Understanding of health and safety requirements 
	Understanding of how to use SIMS (or similar MIS)’ FMS and sector IT packages
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 licence agreements and contracts with external companies
Understanding of how to effectively manage health and safety within the setting


	Other
	Fully support the school’s vision, aims and ethos and present a professional image at all times
Excellent interpersonal skills that will develop good relationships with parents, pupils and staff
Willingness to adapt and take on new tasks and responsibilities commensurate to the role
 Willingness and ability to be self-reflective and to seek out help and advice as  required

	Willingness to work flexible hours when necessary (for example during Governors Meetings)
Committed to contributing to the wider school and its community
Capacity for, and interest in, enhancing further personal development
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