Person Specification


Job Title: Support Services Manager/School Business Manager

Dorset Grade 12 or 13 (Dependant on qualifications)

Support Services Manager - Salary Grade 12 FTE £44,075 - £50,269 (Actual £38,082 - £43,433)

School Business Manager - Salary Grade 13 FTE £49,282 - £55,460 (Actual £42,581 - £47,919)

37 hours per week Monday to Friday, Term time only


1. EDUCATION AND PROFESSIONAL QUALIFICATIONS

Essential

· A minimum of 5 GCSEs, Grade C/4 or above, or equivalent, including English & Maths.
· Substantial and proven experience of managing financial, administrative, office, or support systems in a busy environment.
· Level 4 Diploma in School Business Management – or equivalent (This is an essential requirement for the G13 School Business Manager role)


Desirable 

· A relevant professional qualification, such as the Level 4 Diploma in School Business Management.

2. KNOWLEDGE, EXPERIENCE & PERSONAL ATTRIBUTES

Essential

· Experience of developing, managing and maintaining effective administrative/financial and organisational systems.
· Knowledge of budget monitoring, finance software and good financial practice and planning.
· Experience of managing a team, implementing HR and recruitment procedures and experience of conducting appraisals
· Understanding of premises management and health & safety requirements.
· Ability to drive forward change and motivate staff. 
· Ability to effectively present complex written and verbal information to a variety of audiences (internal and external).
· The capacity for sound judgement in complex situations. 
· Ability to work under pressure and to tight deadlines. 
· The flexibility to adapt to changing workloads, demands and new school challenges.
· Excellent communication, negotiation and persuasion skills, with internal and external audiences.
· Able to deal with difficult situations effectively.
· Empathetic to the pressures that young people face.
· Emotional resilience in working with challenging behaviours.
· Can promote and safeguard the welfare of children in accordance with the school’s safeguarding and child protection policy.

Desirable 

· Experience of working in a school environment with large financial responsibilities, along with successful experience of a range of income generation activities.
· Strong and effective leadership and management skills with experience of strategic planning.
· Experience of using school-based systems such as Arbor MIS and Arbor Finance.
· Strong analytical skills to interpret a range of legislation and regulations and experience of developing innovative solutions to complex issues. 
· Knowledge and experience of buildings and project management.
· Commitment to promoting the ethos and values of the school and getting the best outcomes for all students.
· Commitment to acting with integrity, honesty, loyalty and fairness to safeguard the assets, financial probity and reputation of the school.
· Ability to work under pressure and prioritise effectively.
· Commitment to maintaining confidentiality at all times.
· Commitment to safeguarding and equality.
· Embraces change well.
· Deals with difficult situations calmly and effectively.
· Understands the demands of school life; flexibility or working patters and out of hours activities.
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