LIVING LIFE IN ALL ITS FULLNESS

Personnel Specification
	Job Title 
	Schol Business Manager

	
	



The Personnel Specification outlines the main attributes needed to adequately perform the post specified. In
drawing together the specification, a critical examination of the job description has been undertaken to
pinpoint those elements of the post deemed as essential.
The Personnel Specification is intended to give prospective candidates a better understanding of the
position’s requirements. It will be used as part of the recruitment process in identifying and shortlisting
candidates and in determining an applicant’s suitability for employment, whilst giving due consideration to the
need to make reasonable adjustments in line with the requirements of the Equality Act 2010.
	
	Essential 
	How identified

	1. Qualifications
	
	

	Level of formal qualifications required
to carry out the job.

	Educated to GCSE Grade C in English &
Maths (or equivalent)
Evidence of education to ‘A’ level standard or equivalent
Certificate in School Business Management (Desired but not essential)
Evidence of training and qualifications in
finance and / or business

	Formal possession of
an appropriate
qualification to be
verified at interview or
from records.


	2. Experience
	
	

	Specific related job experience and in
what type of working environment

	Some experience in a school office environment, including school finance
Managing an office
Managing staff
Creating reports that evidence effective
systems and outcomes
Experience of computerised systems, such as Arbor, Microsoft Office
Experience of dealing with people on the
telephone and in person

	Past employment
activity record.
Performance in related
selection methods,
e.g. presentation,
group discussion


	3. Training
	
	

	Specific and/or specialist training in
order to do the job, e.g. training in
recruitment and selection,
supervisory, management, inter-
personal skills

	Willing to attend relevant training
Use of business software systems 
School Financial Value Standard toolkit
Extended Schools management
Safeguarding

	Past training history
from application form
and records. Selection
process by
demonstration of
ability to display
knowledge and skills
at the interview


	4. Specific Knowledge 
	
	

	 Knowledge of employment
legislation, accounting, financial
planning regulations, languages,
computer systems, local area etc?

	Financial/audit processes
Arbor Word, Excel, Publisher

	Qualifications held
and demonstration of
knowledge at
interview.


	5. Circumstances
	
	

	The ability to attend evening/early morning Governor’s meetings.
The willingness and ability to stay and support school events such as parents evening, school fayres etc.

	Ability to work 8.00am- 4.30pm when the school is open.
Ability to work 10 days during school holidays

	Ensuring candidates
are aware of these
requirements from the
job description.
Interview questions
and application
details.


	6. Values and Behaviours
	
	

	One Team – United and working
together with the shared purpose of
achieving great results.
Customer Focussed – We care
about providing the best possible
public service.
Inclusive – Living out St Margarets at Hasbury’s school vision
Ambitious- Striving for excellence,
always looking to get better and
making sure everyone can take pride
in our borough.
Accountable- Delivering what we say
we will.

	Positive attitude
Well organised
Ability to use initiative
Lead others
Co-operate within a team
Able to work under pressure.
High level of accuracy and attention to detail

	Performance in
related selection
process, e.g.
exercises, group
discussion, problem-
solving, questions etc


	7. Practical and Intellectual
	
	

	Be able to make
decisions 
Be able to understand information derived from complex reports? 
Read latest educational budget reports
	Excellent communication skills – written and verbal
Ability to understand and act upon complex information
Good decision maker and negotiator
High standard of presentation and excellent time management skills.
Problem solving skills
Ability to delegate appropriately and to
monitor the performance of others

	Performance in
related selection
process.


	8. Legal Requirements 
	
	

	
	Enhanced DBS Clearance
Medical clearance 
	Application form and
interview questioning
and references.




THE REMAINING SECTIONS ARE TO BE COMPLETED BY MANAGERS AND ARE FOR THE APPLICANT’S INFORMATION ONLY.
	9. Background Checks
√ 

	The post is
subject to the
following
Background
Check(s) which
will be
undertaken,
where applicable,
following a
conditional offer
of appointmen

	a) Enhanced DBS with Children’s and Adults Barring List Check

	
	





Only one or none of
these checks (a – f) may
be applicable.


	
	b) Enhanced DBS with Adults Barring List Check

	
	

	
	c) Enhanced DBS with Children’s Barring List Check

	√
	

	
	d) Enhanced DBS Check

	
	

	
	e) Standard DBS Check

	
	

	
	f) Basic Disclosure Check

	
	

	
	Police Vetting Check 

	
	This check may also be
required in addition to
one from (a-f) above


	
	No Check Required

	
	

	10. Politically Restricted Post

	Is this post a "politically restricted post”? 

	Yes 
	No √

	11. Main Physical Activities/Requirements of the Post
√ if activity requires to be undertaken.

	Lifting / manual handling/client handling
	
	Prolonged standing or sitting
	√

	Working at heights
	
	Prolonged working with vibrating tools/machinery
	

	Working in confined spaces
	
	Bending/squatting/kneeling
	

	Working outdoors
	
	Manual cleaning/domestic duties
	

	Agricultural/gardening work
	
	Food handling
	

	Work requiring respirators or masks
	
	Rotating 
	

	Work requiring hearing protection
	
	Driving duties
	

	Work with skin irritants/allergens/respiratory/irritants/fine particles
	
	Any other driving duties
	

	Significant use of computers
	√
	Using restraint
	

	Working with children or vulnerable adults
	√
	High mental stress content
	

	Permanent night work
	
	Physical/sport/leisure duties
	

	Lone working
	
	Regular walking on uneven ground
	

	Working with challenging behaviours
	
	
	

	Other physical activities not listed
	

	12. Language requirement 

	Is this post covered by part 7 of the Immigration Act (2016),
and therefore, the ability to speak fluent and spoken English is
an essential requirement for this role? For example:
 The employee will work in a customer-facing role.
 The employee is required to speak to members of the
public in English and this forms a regular and intrinsic
part of the role.
 The employee requires a command of spoken English,
to enable the effective performance of the role.

	


Yes √
	


No

	13. Keeping Children Safe in Education



	Is this post based in either a School or a residential education
centre, or is the post holder required to have a DBS (regulated
activity) check to enter a School to carry out their duties? 

	
Yes √
	
No
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