
 

 

Person Specification – School Business Manager 
  

 

Category 
 

Essential 
 

 
Desirable 

Method of 
Assessment 

Application 
 

Well presented application form and supporting 
statement. 

 Application form  
Personal statement 

Qualification 
 
 

Relevant professional qualification A-C pass 
GCSE English and Maths (or equivalent) 

Management Degree or similar 
Accountancy qualification. 
(CSBM / DSBM) 
 

Application form   
Personal statement 
Certificates 

Experience 
 
 
 
 
 
 
 
 
 

Minimum of 3 years experience in: 
Financial Management and Human Resources 
 

Achieving successful Audit results. 
 

Managing budgets and preparing budgetary 
information. 
 

Using, maintaining and developing financial and 
administrative systems. 
 

Ability to produce accurate reports that summarise 
information from Data 
 
Meeting tight deadlines and managing workloads 
whilst maintaining high levels of accuracy 
 
Have a clear understanding of Safer Recruitment, 
Staff development, Appraisal, Disciplinary, 
Redundancy and Grievance. 
 
Have a clear understanding of Safeguarding 
Policies and procedures 
 
Managing and Maintaining Single Central 
Register. 
 
Experience of GDPR Procedures and Policies and 
Data Protection Lead (DPL) 
 
Maintaining confidential staff records, monitoring 
of staff absences. 
 
Experience in managing and Leading a team of 
people effectively. 
 
Working knowledge of school procedures, SIMS 
and SAP.  
 

Experience of Facility and Property Management 
 

Knowledge / Experience of 
school finance and accountancy  
 

Experienced in school 
administration areas relevant to 
the role. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
Excellent interpersonal skills. 
 
Experience of GDPR 
regulations. 
 
 
 
 
Management of projects and 
day to day premises 
management. 

Application form   
Personal statement 
Task 
References 



 

 

Knowledge and 
Skills 

Ability to communicate effectively with a wide 
range of stakeholders both in school and in the 
community. 
 
Ability to create a friendly welcoming atmosphere 
for all visitors to the school and the school office. 
 
Flexible, adaptable approach to work. 
 
Ability to demonstrate team leadership, team 
working skills and flexibility 
 
Excellent organizational skills. 
 
Highly skilled written and spoken communication. 

Knowledge of school finance, 
personnel and facility 
administrative management. 
 
PA or Secretarial experience. 

Application form  
Reference 
Interview 
Personal statement 
Task 

Administrative 
and ICT Skills 

Ability to solve financial and administrative 
problems. 
 
Ability to maintain records relating to income and 
expenditure and to prepare clear reports. 
 
Ability to set up and maintain effective and 
accurate records and filing systems. 
 
Ability to produce clear written and verbal reports. 
 
Accurate keyboard skills 
 
Good understanding of database, to produce 
reports and statistics. 
 
Understanding the importance of confidentiality. 
 
Competent in using ICT packages including Word, 
Excel, Email and Internet 
 
  

Familiarity with: 
Accountancy and banking 
systems. 
 
Financial software packages, 
Microsoft systems 
 

Interview 
Personal statement 
Task   

Personal 
Attributes 

Ability to maintain a professional and positive 
demeanor. 
 

Demonstrate a strong sense of responsibility and 
professionalism 
 

Ability to relate to pupils, parents and staff. 
 
Excellent organizational skills. 
 
Ability to work under pressure and ensure 
deadlines are met. 
 
Ability to prioritise and organize own work load, 
and those of other members of the team. 
 

Ability to motivate others. 
 

Demonstrate an ability to exercise tact and 
diplomacy. 
 

High standard of both, spoken and written English 
and Maths 

 Application form  
Personal statement 
Interview 
References 

Other 
 
 

Commitment to contribute to the wider life of the 
school, with a commitment to contributing 
promoting the overall vision and ethos of the 

 Application form & 
personal statement 
Interview 
References 



 

 

 school. 
 
Willingness to participate in training and personal 
and development programs.. 
 
Willingness to participate in the wider activities of 
the school. 
 
Commitment to equality of opportunity. 
 

References Fully supported without reservation 
 

 References 

 
  

 

 


