
Person Specification – Business and Facilities Manager

	
Category
	
Attribute
	
Essential
	
Desirable

	Qualifications
	Educated to GCSE Level Maths or Equivalent 
	Essential
	

	
	A relevant professional accounting or book keeping qualification
	
	Desirable

	
	A degree level qualification
	
	Desirable

	Experience & Knowledge
	Experience of working in a financial /administrative school office for at least 2 years
	Essential
	

	
	Good organisational skills
	Essential
	

	
	Knowledge of SIMS/FMS/FPS
	Essential
	

	
	Ability to work with ongoing day to day school interruptions
	Essential
	

	
	Experience of budgetary management and control within an organisation
	Essential
	

	
	Ability to prepare reports for Governors
	
	Desirable

	
	Willingness to undertake further training
	Essential
	

	
	Knowledge and experience of a variety of financial management systems and processes and procedures 
	
	

	
	Working knowledge of Health and Safety requirements
	
	

	
	Experience of managing a facilities team
	
	Desirable

	
	An understanding of procurement contracts and working with external partners 
	
	Desirable

	
	Experience of managing site related projects
	Essential
	

	Skills & Abilities
	Exceptional planning and organisational skills including deadline management
	Essential
	

	
	Highly developed interpersonal skills and good team player
	Essential
	

	
	An ability to analyse data and evidence of higher level ICT skills
	
	Desirable

	
	Ability to prioritise, delegate and manage time effectively
	Essential
	

	
	The ability to synthesise information quickly and effectively whilst maintaining an intensive workload
	Essential
	

	
	Ability to enthuse and motivate
	Essential
	

	
	Being accurate with attention to detail
	Essential
	

	
	An ability to consult and share decision making with the senior team
	Essential
	

	
	Good communication skills both orally and in writing
	Essential
	

	Personal Qualities
	Patient, empathetic with a caring nature and love of children
	Essential
	

	
	Good and flexible time keeper and attendance record
	Essential
	

	
	Willingness to participate in the wider life of the school
	Essential
	



