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Job Description: Bursar
General areas of responsibility 

· To promote and safeguard the welfare of pupils
· To comply with the School’s safeguarding & child protection policy and ensure that any concerns relating to the safety or welfare of children are reported immediately to the Designated Safeguarding Lead (DSL) or the Head
· To keep up to date with pastoral care policies of the School
· To comply with the School’s Code of Conduct
· To read other policies or guidance as and when required to do so by the DSL, Head or other member of the Senior Management Team or Compliance Manager
· To act consistently, in a calm and supportive manner with colleagues
· To attend staff meetings, open days, briefings, INSET days, and support other school events and productions, as required
· To communicate in a timely and appropriate fashion with parents, as and when necessary
· To participate in any arrangements that may be made for professional reviews
· To undertake other specific duties which may, from time to time, be reasonably requested by the Head
· To meet all deadlines for the efficient running of the school (e.g. reports, planning etc.)
· To notify the school about personal absence due to illness and gain permission from the Head for any intended absence
· To be responsible for his/her personal punctuality and wearing of appropriate dress

Specific responsibilities as Bursar

The Bursar, with the Head and Governors, leads the strategic advancement of the school and has an integral role in developing the school’s vision as well as implementing its strategy. The Bursar will have overall responsibility for the management and leadership of all non-educational elements of Notting Hill Preparatory School (“the School”) and the Acorn Nursery Schools Limited (“the Acorn”).  The Bursar will manage a team of 3 people, including HR and Compliance, Finance and Estate Management. The Bursar will report to the Head on a day- to-day basis and work closely with the Business Management Committee of Governors, reporting jointly to the Finance Director.

Key responsibilities

Finance

· Maintain strong financial controls over the activities of the School and the Acorn
· Responsible for budgeting and long-term financial planning, modelling, cash flow and analysis
· Production of termly management accounts
· Financial reporting and accounting in accordance with Governors and regulatory requirements and for the annual audit
· Responsible for the annual audit of the School and the Acorn and the production of annual accounts
· Advising on fee increases
· Payment of salaries and wages, including tax and national insurance and pension contributions
· Liaising with auditors, lawyers, bankers and insurance brokers etc.
· Responsible for efficient collection of fees and other sources of income
· Responsible for regulatory compliance in all relevant areas
· Understand, identify and address financial opportunities and risks to the school
· Maintain the long term financial strategy to underpin the School’s financial viability

Leadership and Management

· Work with the Head and members of the SMT and ELT to play a central role in shaping, driving and implementing the School’s Development Plan
· Recruitment, management and development of non-teaching staff
· Responsible for, and to provide leadership and management of, those involved in the School’s Finance, HR, Compliance and Estate Management

Estate management

· Overall responsibility for delivering the improvements, maintenance and cleaning of the school buildings
· Ensure the effective maintenance and security of the schools’ buildings 
· Oversee capital development projects
· Agree a maintenance programme for all properties and oversee major maintenance projects
· Responsible for obtaining relevant planning permission, as required

Catering

· Oversight of the catering services

Health & Safety
· Manage all H&S matters, policies, procedures and other issues, reporting to the Head and Governors where necessary
· Chair the H&S committee
· Manage and maintain a regular risk assessment programme
· Maintain and update fire risk assessments and fire prevention systems
· Manage and maintain adequate insurance for all properties and liabilities of the school

Legal and HR

· Provide or procure legal advice for the Head and Governors on all relevant matters such as employment, contracts and property law and ensure the school’s compliance in all non-educational areas 
· Keep up-to-date on safeguarding legislation and regulations
· Oversee the Single Central Register
· Oversee the Right to Work register
· Keep the employment contracts and Employment Manual up-to-date
· Oversee the production of all employment contracts and issues
· With the Remuneration Committee, review the remuneration policy of  the School and the Acorn
· Agree annual salary increases with the Head and the Remuneration Committee
· Send out annual staff salary review letters
· Responsible for obtaining Tier 2 sponsored visas, if required.

Compliance
· Responsible for keeping up-to-date and reviewing relevant policies
· Work  with the Deputy Head (Director of Operations) to maintain the School Travel Plan
IT

· Co-ordinate the development, installation and maintenance of appropriate IT and telecommunications infrastructure for  the whole school
· Be responsible for all matters relating to data protection and information governance
· Work with the SMT and Head of ICT to ensure that the development of IT is in-line with the educational priorities of the School

Clerk to the Governors

· Prepare agendas and papers for consideration by the Board of Governors
· Oversee the setting of Governor meeting dates, production of the minutes of the meetings and completion of actions from meeting of the Governors
· Keep the Governors informed of all matters affecting the current or future well-being of the School
· Undertake such other duties as the Governors may require

Company Secretarial

· Act as Company Secretary for the School and the Acorn
· Draft and send out shareholder notifications and attend shareholder meetings
· Assist the Governors in running annual Matched Market processes
· Liaise with accountants on company secretarial matters
· Act as Director of the Acorn and the company owning the freehold of the Acorn property (Softlife)

Bursary Foundation

· Attend termly Bursary Foundation meeting
· Provide management accounts for the termly meetings
· Responsible for the audit of the Foundation and production of annual accounts
· Oversee gift aid applications
· Review bursary applications and carry out a financial review of the family’s circumstances

Committee membership/attendance
· Senior Management Team
· Business Management Committee
· Finance/Property Committee
· Remuneration Committee
· Health & Safety Committee (Chair)
· Governors’ Education Committee (attendance)
· Governors Meetings (attendance)
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