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	E = Essential                    A = Application                      T= Task
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                                         R = reference
	E or D
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	Qualifications, Education and Knowledge
· GCSE English and Maths   
· Professional/financial or School Business management qualification(CSMB) 
· Professional/financial or School Business management qualification (DSBM)
· Practical, theoretical and procedural knowledge in respect of statutory, organisational, financial, data management and administrative processes.
· Evidence of ability to manage a team and the personal qualities required to set an example to others including the ability to motivate and support a team.
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	Experience
· Direct experience of working in a school
· Excellent and advanced ICT skills for the effective use of computer management information systems
· Experience of and ability to use a range of office equipment
· Experience of fund raising
· Experience of project management
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	Skills and Abilities
· Able to formulate a long-term vision and action plan linked to whole school priorities.
· Can communicate effectively, both orally and in writing, to enable advice, information and training to be given to a range of audiences.
· Able to negotiate and persuade others.
· Able to maintain confidentiality.
· Is committed to equal opportunities.
· Able to manage administrative systems to ensure effective safeguarding measures are in place.
· Able to maintain meticulous records, both electronically and on paper.
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	Personal Skills
· Has excellent organisational skills.
· Able to be flexible and open to new ideas.
· Able to work on own initiative.
· Able to work to deadlines and can manage and prioritise work.
· Able to deal with sensitive issues tactfully and effectively.
· Can work effectively under pressure.
· Able to assess and resolve problems.
· Has good health, attendance and punctuality record.
· Able to manage change
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