APPENDIX 4

Sample Person Specification
--------------------------------SCHOOL

PERSON SPECIFICATION & ASSESSMENT

BUSINESS MANAGER

	JOB REQUIREMENTS
	Essential
	Desirable
	Method of Assessment

I/T/A*

	Qualifications 
	
	
	

	Recognised relevant finance/accounting/business qualification
	(
	
	A

	Certificate of School Business Management
	
	(
	A

	Degree level or equivalent
	
	(
	A

	
	
	
	

	Experience
	
	
	

	Experience of working at a strategic level in an organisation
	(
	
	A/I

	Experience of Schools Business and Financial Management
	(
	
	I/T

	Practical experience of managing and using ICT systems to deliver results
	(
	
	A/T

	Proven track record of managing projects and achieving results
	(
	
	A/I

	Experience of recruiting, leading and managing teams
	(
	
	A/I

	Experience of Strategic Planning including business planning
	(
	
	A/I/T

	Experience of leading an effective administrative team
	(
	
	A/I

	
	
	
	

	Skills, knowledge and Understanding
	
	
	

	Strong and effective leadership and management skills
	(
	
	I

	Ability to make a strategic contribution to the school leadership team
	(
	
	I

	Ability to drive forward change and motivate staff
	(
	
	I

	Effective communication, negotiating and influencing skills
	(
	
	I

	Ability to effectively present written and verbal information to a variety of audiences (internal and external)
	(
	
	A/I/T

	Understanding of context for school management
	(
	
	I

	Ability to manage contracts and prepare funding bids 
	(
	
	

	Knowledge and understanding of marketing and promotion
	(
	
	A/I

	Ability to work under pressure and to tight deadlines
	(
	
	I

	Knowledge and understanding of Health and Safety requirements 
	(
	
	A/I

	Ability to analyse and interrogate data management information to identify areas for improvement
	(
	
	T

	Knowledge of Employment Law
	
	(
	A

	Ability to effectively plan, organise and manage a complex workload
	(
	
	A/I


	Other Requirements
	
	
	

	A commitment to on-going personal development and willingness to undertake appropriate training 
	(
	
	

	Appointment to the post is subject to a satisfactory enhanced DBS check 
	(
	
	

	Evidence of commitment to safeguarding and protecting the welfare of children
	(
	
	

	This post is exempt from section 4(2) of the Rehabilitation of Offenders Act, 1974, as the duties give you access to persons who are under the age of 18.  Applicants are not entitled to withhold information about convictions, which would be regarded as spent for other purposes.
	(
	
	


*I - Interview 
T – Test/Presentation 

A – Application Form
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