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Person specification: School Business Manager

Essential

Desirable

Qualifications

School business management qualification

4 GCSE’s including English and Maths

Accountancy qualifications

Experience

Successful business management experience in a school or

in a relevant field outside education

Contributing to staff development
Experience of working in a school office

Experience of working in a Prime Account
school

Skills and Knowledge

Knowledge of financial management
Good organisational skills

Ability to build effective working relationships with staff
and other stakeholders

Able to prioritise between different demands and to
manage time effectively

Understanding of data protection and confidentiality

Knowledge of Health and Safety and Safeguarding
procedures in schools

Effective communication and interpersonal skills

Good communication skills, verbal and written

Excellent attention to detail

Personal
characteristics

Good health/attendance

Prepared to be involved in the whole life of the school
Creative and resourceful

Cheerful/excellent sense of humour

Professionalism, integrity and loyalty

Patience!
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