PERSON SPECIFICATION

JOB TITLE: Operations and School Finance Manager (Grade H)
	Essential upon appointment
	Desirable on appointment

	Knowledge

· Substantial knowledge of office and admin systems 

· Knowledge of health & safety regulations & procedures

· Knowledge of school procedures

· Knowledge of finance procedures for budget management 

· Knowledge of procurement procedures 
	

	Experience

· Substantial experience in public or private sector finance/administration, with experience of computerised management information system and accounts

· Experience of managing staff

· Experience in budget preparation, management and monitoring
	

	Occupational Skills 

· Excellent ICT skills and ability to use the keyboard with speed, accuracy and precision 

· Excellent Interpersonal and communication skills
· Advanced analytical & statistical skills

· Problem solving skills

· Highly developed organisational skills

· Project management skills

· High level of literacy and numeracy skills. 

· Ability to work independently and on own initiative

· Leadership skills 

· Report writing skills 
	

	Qualifications 

· Relevant level 4 qualification in Business/Finance/Administration or equivalent to evidence  in-depth knowledge of administrative, finance and business processes 

· Commitment to undertake training relevant to post.
	· Appropriate first aid training
· Book keeping or Accounting qualifications

	Personal Qualities
· Attention to detail, neatness and accuracy

· Dependability and reliability

· Ability to work successfully as part of a team & lead a team 

· Confidentiality

· Ability to prioritise conflicting demands and pressures
	

	Other Requirements
· To be committed to the school’s policy and ethos. 

· To be committed to Continual Professional Development. 

· Motivation to work with children and young people.

· Ability to form and maintain appropriate relationships and personal boundaries with children and young people. 

· Enhanced DBS clearance required
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