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	Essential
	Desirable

	Qualifications
	
	

	Formal qualifications in accounting or management; or CSBM/DSBM or equivalent and/or proven skills and abilities of high-level financial management skills
	X
	

	Good numeracy and literacy skills – GCSE Grade4/C or above
	X
	


	A Levels or Level 3 qualifications
	
	X

	Experience
	
	

	Significant financial management and budgeting experience 

	X
	

	Experience of working at a senior/middle management level in a school setting
	X
	

	Experience of using accounting software packages 
	X
	

	Experience of using payroll software and running monthly payroll and all associated returns
	X
	

	Experience of pensions administration and complying with pension regulations
	X
	

	Experience of submitting VAT returns and any adjustments required
	X
	

	Experience of Human Resource Management including staff recruitment processes and any relevant policies and procedures relating to HR
	X
	

	Prior experience of working in an independent school
	
	X

	Experience of site and building management including health and safety
	
	X

	Experience of presenting information/reports to management/Board of Trustees
	
	X

	Experience of dealing with data breaches, Subject access requests and Freedom of information requests
	
	X

	Experience of using Compass MIS

	
	X

	Experience of working with parents/carers and the wider community
	
	X

	Skills/Knowledge
	
	

	Ability to use own initiative and work as part of the senior management team 
	X
	

	Strong people management skills, with highly developed interpersonal skills
	X
	

	Willing to attend relevant training
	X
	

	Good oral and written communication skills
	X
	

	Reliable & Trustworthy
	X
	

	Good time management skills
	X
	

	High level of ICT proficiency
	X
	

	Flexibility to adapt to changing needs and work demands
	X
	

	Able to plan, organise and re-prioritise workload in a fast-moving environment
	X
	

	Ability to remain calm under pressure and meet deadlines
	X
	

	Integrity, professionalism and reliability
	X
	

	Good knowledge of relevant policies/standards/regulatory matters
	X
	

	Good knowledge of employment law
	X
	

	Knowledge of safeguarding legislation and procedures
	X
	

	Strong knowledge of excel and other Microsoft packages
	X
	

	                   Resilience and Emotional Maturity
	
	

	Proven ability to adapt to, and effectively manage, change

	X

	

	Self-motivated with the drive, determination and initiative to achieve results and motivate others, including to drive up standards
	
X
	

	Proven ability to lead a team, inspiring and empowering colleagues

	
X
	

	Well-developed social skills and the ability to communicate effectively with others at all levels both internally and externally

	

X
	

	Proven management and leadership skills with ability to monitor performance of others to achieve targets and meet deadlines

	
X
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