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Person Specification
School Business Officer
	
	Essential
	Desirable

	KNOWLEDEGE/QUALIFICATIONS

	
	

	Educated to NVQ level 4

	
	

	ACA, ACCA, CIPFA or equivalent accountancy qualification

	
	

	School Business Management qualification

	
	

	A record of Continuing Professional Development Activities

	
	

	A working knowledge of charity and/or company accounting 

	
	

	Well-developed ICT Skills

	
	

	Knowledge of schools funding and financial accounting systems

	
	

	Knowledge of Keeping Children safe in Education 

	
	

	EXPERIENCE

	
	

	Experience in the preparation and monitoring of budgets

	
	

	Experience in the preparation and monitoring of financial reports 

	
	

	Knowledge and experience of financial management systems

	
	

	Ability to demonstrate the delivery of projects on time and to agreed specification

	
	

	Experience of managing staff and contractors 

	
	

	Experience of reviewing internal controls systems and making recommendations for improvement

	
	

	Experience of successful income generation 
	
	

	SKILLS/ BEHAVIOURS/QUALITITES
	
	

	Strong interpersonal, written and oral communications skills

	
	

	Self motivated with high levels of personal drive

	
	

	Strong analytic skills with attention detail and high levels of accuracy

	
	

	Reliable, honest, trustworthy, discrete and capable of handling confidential information and maintaining confidentiality and be able to resolve conflict with equanimity

	
	

	The ability to work in close harmony with all staff

	
	

	Flexible and adaptable to changing business demands

	
	

	The ability to enthuse and inspire others
	
	


	Strong organisational and  time management skills

	
	

	Commitment to personal development
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