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Person Specification – Bursar
The Bursar needs to support the Headmistress, working as an active presence in all areas of school life in order to ensure that the School’s strategic aims can be met.  The Bursar will be a strong communicator and manager of people, who is able to drive performance in financial and operational terms, managing through others as required.  The Bursar will be capable of conceptual and strategic thinking and able to make decisions in situations involving uncertainty.  In addition, the Bursar will also be comfortable carrying out operational matters and enjoy having a varied range of responsibilities and recognise the importance of excellence across their remit.  The successful candidate will want to be a visible presence with staff and be keen to lead and embrace change.
Qualifications & Experience
· Proven track record of leadership and senior management
· Senior level experience of financial management and budgeting in a comparably sized or larger organisation
· Experience of development of strategy, policy and leadership in the implementation of strategic change
· Experience of management and leadership of a diverse team, with the ability to delegate effectively
· Experience of working in a commercial setting
· Knowledge of SAGE and WCBS PASS, or other integrated financial package, desirable, but not essential
· Previous experience in an educational setting is helpful, but not a requirement.  However a strong commitment to education, and to independent education in particular, is essential
Personal attributes
· Committed team player with a collegiate and collaborative approach together with an ability and willingness to create a working environment in which staff are empowered to take decisions, but also supported as needed
· Effective communication skills and the ability to develop and maintain strong positive relationships at all levels; this will include with Governors, the Headmistress, staff and parents

· Highly organised with strong financial and project management skills; operating with clarity of purpose and in an efficient and effective manner, working through others as necessary
· Self-motivated and driven, with an evident commitment to high performance
· Good sense of humour and the ability to create a working environment in which people work hard and enjoy being part of the team
· Ability to demonstrate personal strength of character through intellect, integrity and fairness
· Strong commitment to promoting and safeguarding the welfare of children within the School and support of the School’s policies and procedures
· Suitability to work with children*
* The interview will explore issues relating to safeguarding and promoting the welfare of children
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