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PERSON SPECIFICATION – Academy Business Manager

The Person Specification is an important part of the recruitment process.  It should be read carefully as it will form the basis of shortlisting and ultimately, appointing the successful applicant.  You must demonstrate, therefore how you meet each of the following criteria in your application.

	CRITERIA
	ESSENTIAL
	DESIRABLE
	TO BE MEASURED BY

	QUALIFICATIONS:
	· Completed or working towards Level 5 Diploma in School Business Management

· NVQ level 5 minimum (or equivalent) 
	Commitment to further professional development
	Certificate, References, Letter of Application and Interview

	EXPERIENCE:
	· Experience in leading and managing teams and resources
· Working at the level of Tier 3 of the NASBM Professional standards

· Experience of project management

· Experience of planning and organising own workload


	Previous experience of an academy or school office
Experience of Clerking / Minute taking

Experience of mentoring & developing people

Self motivator


	References, CV and Interview

	KNOWLEDGE AND UNDERSTANDING :
	· Working knowledge of Finance Systems ideally FMS

· Good knowledge of ICT systems (Excel, SIMS, Word, Powerpoint,)

	Understanding of the role of a Business Manager in an Academy setting
	Letter of Application and Interview




	CRITERIA
	ESSENTIAL
	DESIRABLE
	TO BE MEASURED BY



	SKILLS 
	· Able to develop good personal relationships and communicate effectively and sensitively with colleagues, pupils, parents and carers 
· Able to use ICT to produce reports and financial information on a regular basis
· Flexible and adaptable to the changing demands of the day

· Is a good team player – someone who 

     has a positive attitude and a good sense

     of humour

	Establish and develop close relationships with colleagues, parents, governors and the community

Willing to drive the minibus


	References and Interview.

	PERSONAL CHARACTERISTICS 


	Creative                Proactive 

Enthusiastic          Organised

Flexible                 Excellent communicator

Resourceful          Analytical thinker
	Ability to delegate
	Interview and references 

	ATTITUDES AND INTERESTS
	· Willing to contribute fully to the life of the school.


	
	Interview and references 
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