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Eccleston C.E. Aided Primary School

"Let your light shine" - Matthew 5:16

	
	Essential


	Desirable

	Qualifications & Experience

	· Experience supervising or managing staff

· Experience in school-based finance systems or willingness to undertake training
	· Experience in financial administration
· Qualification in school business management or finance (e.g. DSBM)

· Experience in a school or educational setting

· Experience working with local authorities or governing bodies

	Knowledge and understanding

	· Knowledge of financial and personnel administration systems

· Working knowledge of Data Protection, H&S, safeguarding, and financial regulations (e.g. DfE)

· Understanding of school governance and reporting

· Awareness of payroll and HR processes
	· Familiarity with school-based IT systems such as Arbor, Unit 4, and School Spider

· Understanding of procurement, contracts, and best value principles

	Skills and Abilities (relevant to post)


	· Strong budget management and financial planning abilities

· Excellent communication skills (oral and written)

· High level of IT literacy, including spreadsheets and finance software

· Organisational and administrative skills

· Ability to interpret and explain financial information to non-specialists
· Ability to relate well to children and parents

· Ability to keep records and undertake necessary administration 

· Ability to work as part of a team 

· Ability to manage resources 

· Ability to maintain confidentiality 

· Flexible and positive attitude to work 

· Knowledge of safeguarding requirements 

	· Ability to clerk governing body meetings

· Negotiation and problem-solving skills

· Experience creating and evaluating policies and procedures

	Personal Qualities


	· Friendly and welcoming personality
· A sense of humour and empathy

· High standards of accuracy and confidentiality

· Reliable, flexible, and able to multitask

· Demonstrates initiative and can work independently

· Committed to safeguarding and promoting the welfare of children
· A positive person.
	· Understanding of Our Ways of Working and a Trauma Informed Approach
· Positive attitude toward professional development and change management

	Special Conditions


	· Willingness to undertake an enhanced Disclosure and Barring Service (DBS) check

· Commitment to Equality and Diversity 

· Commitment to Health and Safety 
· Manages health and safety in collaboration with site staff

· Provides administrative support to the Headteacher and Governing Body
	· A committed Christian & worshipping member of a church affiliated to Churches Together in Britain & Ireland
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