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Aim High….Fly High!

School Business Manager vacancy
A part-time, permanent vacancy 20 hours per week term time plus 2 weeks during school holidays,                                 
Salary SO1 pro-rata
Required ASAP
Are you good at working under pressure and meeting deadlines?

Do you thrive on having a varied workload where no two days are the same?

Are you good at finding creative solutions to a wide range of queries?

Can you multi-task and complete work to a high standard of detail and attention?

We are looking for a motivated, highly organised individual to support and work with our Senior Leadership team to further develop our school.  Duxford Church of England Primary School is an inclusive school where all children and staff are welcomed and encouraged to flourish. The School Business Manager plays a key role in the administration and leadership of our happy school. The successful candidate will be a member of the senior leadership team with responsibility for managing the strategy and operation of the business functions of the school, including financial management, premises management, health and safety, human resources, compliance and administration. 

We are looking for someone who:

· Has previous experience as a school business manager or of working in a school office

· Is committed to safeguarding children

· Is determined to make a difference to our school community.

· Has excellent organisational, interpersonal and communication skills. 

· Can lead and manage teams of committed staff.

· Can use their initiative

· Demonstrates emotional intelligence, integrity and confidence.

· Has a strong team spirit and a sense of humour.
We can offer you:
· A school that is committed to professional development and encouraging staff to use their own initiative

· A friendly, compassionate and collaborative staff team

· Enthusiastic, thoughtful children

· Supportive parents and governors
· Strong community and church links

· A rural village school on the Cambridgeshire/Essex/Herts border with very easy access to both the M11 and the city of Cambridge

If you feel that you have the skills we are looking for, you are encouraged to visit the school to meet the rest of the team. Further details and application packs are available from the school office: 01223 712108; office@duxford.cambs.sch.uk. 

To discuss the role further, please contact Suzanne Blackburne-Maze, Headteacher, via the school office.

The successful candidate will be subject to an enhanced DBS check and medical checks.
Closing date:  noon 10th February 2023   Interviews:  w/c 20th February 2023
Duxford Church of England Community Primary School is committed to safeguarding and promoting the welfare of children and expects all staff to share this commitment. 
