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Person Specification for the post of Business Manager
This specification sets out the required essential and desirable qualities expected for the successful post holder.

	ESSENTIAL
	DESIRABLE

	Recognised financial qualification or at least 3 years’ experience in a similar role.
	Experience of working in finance in the Voluntary or Public Sector.

	Demonstrable ability of using Xero or other such accounting package 
	Experience of commissioning and contracting

	Demonstrable ability with Microsoft Office software, particularly Excel, Outlook and Databases
	An understanding and empathy with the aims of West Lothian Drug & Alcohol Service.

	Experienced in HR management and processes
	An understanding of the issues affecting the voluntary sector in Scotland

	Experience of financial planning, report writing and analysis including pulling together accurate costings to support funding applications
	Experience of writing and submitting funding applications and progress reports

	Ability to prioritise and manage own workload effectively, using initiative and work with minimal supervision.
	Experience of working with Trustees and senior staff

	Have a good understanding of data protection/GDPR legislation and practice
	

	Ability to work to a high level of accuracy with attention to detail.
	

	Ability to work to tight deadlines and to shift priorities at short notice.
	

	Excellent communication, organisational, administrative and interpersonal skills.
	

	Experience and skills in supervising and managing staff and working as part of a team 
	



