	
	
	



Fort Royal Community Primary School
School Business Administrator ( SBA): Person Specification
	Information
	Essential / Desirable
	Assessment


	Qualifications and Professional Development

	GCSEs English and Math’s (Grade 4/C or above) or equivalent
	E
	

	Relevant qualification or equivalent experience e.g. business management, leadership, HR
	E
	

	School Business Management or equivalent qualification, or working towards
	D
	

	Health and safety qualification or willingness to complete one within probationary period
	E
	

	Experience

	Experience in finance/admin/operational/premises/business support role
	E
	

	Financial processes experience (budgets, forecasting, procurement)
	D
	

	Experience in working with securing external funding 
	D
	

	Experience in education sector
	D
	

	Experience of working in a complex environment with multiple stakeholders
	E
	

	General and Specialist Knowledge

	Awareness of duties to keeping children safe and current safeguarding practices
	E
	

	An awareness, understanding and commitment to the pursuit of equality and anti-oppressive practices
	D
	

	Financial management and value for money
	D
	

	Compliance and health & safety knowledge
	D
	

	School systems knowledge
	D
	

	Knowledge of GDPR and HR principles
	D
	

	Personal Qualities

	Effective communication skills, written and verbal and ability to engage various stakeholders
	E
	

	Highly organised with the ability to prioritise, plan and manage competing demands and maintain flexibility with own and others work. 
	E
	

	Attention to detail and accuracy, strong time management skills/able to work to deadlines
	E
	

	A good level of IT skills
	E
	

	Excellent numerical and financial skill with high level of accuracy and attention to detail with strong analytical skills
	E
	

	Ability to maintain confidentiality and handle sensitive information with discretion
	E
	

	Resilient, able to work independently and using own initiative 
	E
	

	Additional Requirements

	Operate with integrity and professionalism
	E
	


	Willing to be a keyholder
	E
	

	Strong interpersonal skills and ability to build effective working relationships
	E
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