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	criteria
	qualities

	Qualifications 
and training
	· Recognised School Business Manager Qualification (desirable)

	
	· Professional qualification relevant to management responsibility (desirable)

	
	· Full Driving license (desirable)

	
	· Degree level education (desirable)

	
	· GCSE or equivalent level, including at least a Grade 4 (previously Grade C) in English and Maths  (essential)

	
	· First-aid training, or willingness to complete it (essential)

	Experience
	· Experience in an education operations role (desirable)

	
	· Previous line management experience with an admin team (essential)

	
	· Experience of problem resolution (essential) 

	
	· Able to work professionally with other stakeholders and external agencies (essential)

	
	· Experience of working with other departments and aspects of school life (desirable)

	
	· Practical experience of recruitment and selection including Be Safer Recruitment trained (desirable)

	Skills and knowledge
	· Exceptional written and verbal communication skills (essential)

	
	· Experience of leading, motivating and developing a team (essential)

	
	· Providing excellent customer service (essential)

	
	· Experience of coordinating and Managing Health and Safety in an Education facility (desirable)

	
	· Detailed understanding of Education Policies including Safeguarding and GDPR (essential)

	
	· Ability to use MS Office comprehensively (essential)

	
	· Ability to manage own workload and to deliver work on time (essential)

	
	· Able to work flexibly as part of a team (essential)

	
	· Able to demonstrate an innovative and problem-solving approach to issues (desirable)

	
	· Understanding of the importance of providing a high level of service (desirable)

	Personal qualities
	· Enjoyment of working with children, with sensitivity and understanding. (essential)

	
	· A commitment to getting the best outcomes for all pupils, and promoting the ethos and values of the school (essential)

	
	· Commitment to maintaining confidentiality at all times (essential)

	
	· Commitment to safeguarding pupil’s wellbeing and equality  (essential)

	
	· Resilient, positive, forward looking and enthusiastic about making a difference (essential)

	
	· Capacity to inspire, motivate and challenge children and young people (essential)

	
	· Team player and excellent interpersonal skills (essential)

	Fluency Duty
	· This post has been identified as a customer facing role and therefore the school is required to fulfil their statutory duty under Part 7 of the Immigration Act 2016. 

As a public body the School is obliged to ensure members of staff in such roles are able to have a command of spoken English which is sufficient to enable the effective performance of their role.

Level of English fluency required:

Can understand a wide range of demanding, longer clauses, and recognise implicit meaning.

Can express ideas fluently and spontaneously without much obvious searching for expressions.

Can use language flexibly and effectively for social, academic and professional purposes.
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