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Job description for Bursar / CFO

Clerk to the Board of Governors 
· oversee preparation of agenda, minutes and other documentation for meetings of the Governing Board and committees 
· organise the calendar of Governors’ meetings throughout the year, collating reports and disseminating these prior to meetings in a timely fashion.  
· provide information as required by the Chair of Governors and committee Chairs 
· oversee Governor training and maintain a register of Governor visits to the School 
 
Financial Management 
· deliver an effective financial strategy, ensuring the integrity of the financial management of school funds 
· set, in consultation with the Head and Finance & Risk Committee, for approval by the Governing Body, the school budget 
· monitor and forecast performance to ensure the school operates within budget and justifies any variances 
· maintain cash flow projections for the current and future years, depreciation of assets and management accounts 
· maintain the accounts of the School and preparation of Statutory Accounts of the School - preparing Statements of Financial Activity (SOFA) and balance sheets in accordance with the charities Statement of Recommended Practice (SORP) 
· liaison with the School’s auditors 
· report to the Finance & Risk Committee and Board of Governors.  
· preparation of termly management accounts 
· prepare annual estimates of income and expenditure 
· prepare forecasts for the future financial performance of the school (usually over a period of five years) 
· liaise with auditors, banking officers and insurance brokers on all matters in relation to school accounts, investments, policies, claims and renewals 
· oversee submission of annual returns to the Charities Commission and Companies House 
· work with the Head, Deputy Head and Head of Pre-Prep in setting departmental budgets in accordance with departmental development plans, and to monitor the departmental spend alongside the Deputy Head / Head of Pre-Prep 
· manage the School’s contracts, lease and renewals - e.g. IT, mini-buses, catering, parent etc. 
 
· identify external sources of funds which could assist the School in its purposes and to seek to access such funds as may be found 
· review applications for bursarial support; advise on bursary funds and undertake assessments of parents' income and assets prior to making bursary awards 
· affiliation of the Independent Schools Bursars Association, Bursar’s forums, and attendance at information and training events 
 
Estates Management 
· maintain an asset register and condition survey of the premises and site, advising the Head and Governors in relation to maintenance and capital project planning 
· ensure delivery of first-class catering and ‘front of house’ service for pupils, staff and parents 
· oversee the management of maintenance of school buildings and grounds including the preparation of maintenance schedules and records to ensure efficient operation of all facilities on the campus 
· negotiation, management and monitoring of lease, contracts, tenders and agreements for the provision of support services such as cleaning, energy supply, telephone communications, grounds maintenance and capital construction or maintenance projects and the regular monitoring and review of such projects to ensure control and, where possible, savings on expenditure 
· promotion of energy conservation 
· manage the maintenance and contracts of the School’s minibuses and other transport - compliance with the regulations for the operation of minibuses, driver training and assessments, servicing and vehicle inspectorate tests etc. 
· with the Head and Governors manage capital projects 
· oversight of finances of any capital project - drawing up outline specifications for new buildings, obtaining tenders, planning permission, liaison with school architects and builders 
· manage capital and refurbishment projects in school, ensuring that budgetary targets are met, ordering of equipment is completed, and value for money is ensured 
 
ICT
· oversee development and maintenance of ICT networks with the Head, IT Network Manager and other relevant staff 
· support the provision of an effective IT infrastructure which meets the evolving needs of the School 
· act as Data Controller for the purposes of the General Data Protection Regulations 
 
Health and Safety and Risk Register 
· act as the School’s named Health and Safety Officer 
· manage all health and safety provision and security in the School for staff, pupils, visitors to the site and outside contractors - maintenance, updating and reporting of the Risk Register 
· oversee procedures to ensure the wellbeing of staff, pupils and visitors and compliance with Health and Safety legislation both on school premises and, in consultation with SMT / Designated Safeguarding Lead (DSL), for trips and outings 
· manage and update the School’s Emergency Plan in line with best practice and know its place within the management procedures of the School 
· ensure that all contractors working on site have been vetted according to the School’s safeguarding and safer recruitment policies 
· act as Fire Officer to be responsible for the installation and maintenance of equipment for the detection, warning, protection, and escape from fire ensuring the necessary fire risk assessments are carried out 
· keep records of and to initiate regular fire practices and alarm tests for pupils 
 
Compliance 
An executive role in maintaining the School’s Health and Safety policies to comply with the requirements of the Health and Safety at Work Act and other legislation, including risk management and hazard identification. 
· ensure the School has appropriate risk assessment and risk management processes, including a risk register, emergency evacuation procedures and a disaster management plan in place at all times 
· ensure compliance and statutory requirements affecting the school are met - e.g. the Independent Schools Standards Regulations (ISSRs) in relation to premises, health and safety 
· ensure that the School has adequate insurance cover at all times 
· liaise with external agencies on compliance issues including making official reports if required 
 
 
Human Resources 
· advise the Headmaster on employment matters including disciplinary procedures and ensure that the School has appropriate disciplinary and grievance procedures 
· manage the employment, terms and conditions of service for all staff 
· support the Head in staffing and personnel issues ensuring compliance with employment law and seeking professional advice as required 
· take part, as requested, in the appointment of staff 
· be responsible for the appraisal of staff managed by the Bursar 
· directly oversee the work of the Assistant Bursar, estates staff, IT network team, administration team, catering and cleaning provision 
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