
Lancashire County Council

	Person specification form

	Job title: School Business Manager
	Grade: 

	Establishment or team: Hope High School
	Post number:      

	

	Requirements

(based on the job description)
	Essential (E)

or

Desirable (D)
	To be identified by: application form (AF),

interview (I),

test (T), reference (R) or

other (give details)

	Qualifications
	
	

	GCSEs or equivalent (Grade C or above) in English and mathematics 

	E
	AF

	Certificate in Advanced Diploma of School Business Management (ADSBM) or equivalent and or willingness to complete this
	E
	AF

	Evidence of continuing professional development
	D
	AF

	Experience
	
	

	Experience of working in an office environment
	E
	AF/I

	Experience of working as part of the senior leadership team to develop and review the school improvement plan
	E
	AF/I

	Experience of line managing staff
	D
	AF/I

	Experience of using schools administrative and financial systems including SIMS.net & FMS or experience of similar database systems.
	E
	AF/I

	Experience of developing and implementing appropriate policies relevant to school support functions, in line with advice from the local authority
	D
	AF/I

	Experience of managing school business functions, including finance, HR and procurement
	D
	AF/I

	Experience of premises management and health & safety 
	D
	AF/I

	Experience of development, management and operation of administrative systems
	E
	AF/I

	Experience of a range of financial responsibilities including managing budgets, accounting for cash and preparing accounts.
	E
	AF/I

	Experience of the maintenance of computerised records
	E
	AF/I

	Experience of creating reports and presenting them to Senior Leadership team and Governing body.
	D
	AF/I

	Experience of leading on community activity, such as partnerships, lettings of premises
	D
	AF/I

	Experience of managing the facilities; including premises, lettings and liaising with external contractors
	D
	AF/I

	Experience of being responsible for ICT Networks
	E
	

	Experience of GDPR/data protection officer 
	E
	

	Knowledge, skills and abilities
	
	

	Knowledge of school funding and financial procedures
	D
	AF/I

	Ability to interpret advice/statute and devise policy/practice in the light of these
	E
	AF/I

	Knowledge of Oracle and Portal
	D
	AF/I

	Knowledge of negotiating, managing and monitoring licences, insurances and contracts on behalf of the school 


	D
	AF/I

	Knowledge to develop income generating activities including preparation of and submission of bids for funding to external agencies, including lettings
	D
	AF/I

	Excellent communication and inter-personal skills 
	E
	AF/I/T

	Ability to work independently and as part of a team
	E
	AF/I

	Highly motivated with the ability to work using own initiative
	E
	AF/I/T

	Ability to work to tight deadlines
	E
	AF/I

	Ability to be flexible and to adapt to the changing needs of the school
	E
	AF/I

	Enthusiastic & motivated
	E
	AF/I

	Friendly and approachable with a welcoming and professional manner 
	E
	AF/I

	Ability to establish and maintain confidential and sensitive relationships with parents, staff and pupils. 
	E
	AF/I

	Prepared by:
	

	Date:
	

	Note:
We will always consider your references before confirming a job offer in writing.
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