
PRIVATE AND CONFIDENTIAL JOB DESCRIPTION

	Name
	
	Date
	September 2025

	Job Title
	Bursar

	
	




TERMS AND CONDITIONS OF EMPLOYMENT

The post is subject to the following conditions:

a	Details as laid out in the contract of employment issued on behalf of the Governing Body.

b	The other conditions set out in this job description and agreed aspects of appraisal relating to targets and criteria for successful development.

c	Commitment related to directed hours, as detailed in the job description.


GENERAL ROLE DESCRIPTION


You will be expected to take on the responsibilities listed below:

a	Endorse and support the aims and philosophy of the school.

b	Support the Headmaster and the Governing Body in their work

c 	Oversee various support activities in the school including finance, administration, human and resources, facilities, transport and catering.

d	Maintain both strategic and detailed oversight of the school's financial position to ensure that a sound financial basis and positive cashflow is maintained, meeting and exceeding all required financial targets and covenants.

e	Contribute to whole school strategic management.

f	Have a positive attitude towards the children and their work and to encourage the same attitude in others.

g	Foster positive relations with colleagues and to encourage a supportive staff.

h	Promote parental interest and understanding.








SPECIFIC PERSONAL RESPONSIBILITIES

Strategy
To work closely with the Governors, Headmaster and Senior Management Team on all areas of the school’s strategic development, including:
· Attend all relevant Board, Governors, Senior Management and Heads of Schools’ meetings.

· Work closely with the Board, Headmaster and Senior Management Team on the development of policies and strategies which will ensure the school's financial security and future development.
· Regularly review existing facilities and requirements for future facilities 


Management

To lead and manage various elements of the school’s support operations, including: 

· Ensure the most effective performance possible from:

· Bursary, including Accounts Office
· School Office
· Human Resources Office
· Transport Office
· Medical Centre

· To provide mentoring and support to appropriate support staff managers to assist with personal development and their ability to manage a range of tasks and responsibilities.

Finance
To have oversight of all financial matters, including:
· Production of forecasts and budgets, ensuring all forecasts and budgets are produced in line with known information and market expectations.	

· Production of all financial reporting ensuring all required reports are produced and brought to the Board at the appropriate time.	

· Oversight of all other financial matters to ensure fee bills are issued, cash collected, systems maintained and developed.

· Oversight of the sales and purchase ledgers, and payroll systems to ensure efficient operation.

· Deputise for Finance Officer in any holiday/absence period to run 
weekly/monthly payroll.

· Production of termly management accounts to required schedule for Board 
meetings.

· Responsibility for credit management and control, overseeing that 
 debtors are negligible and fee risk is minimised.

· Oversight of cash balances to ensure maximisation of interest and minimum 
overdraft usage.

· Production of annual draft budget in consultation with budget holders, and Headmaster, for approval by the Board.

· Maintenance and updating of the 5-yearly forecasts of income, expenditure and cashflows.

· Maintenance of the school’s bursaries’ policy and procedure for awards and assessment of applications in conjunction with the Headmaster.

· Oversight of the (approved) routine administration of all salary 
adjustments is carried out in a timely and correct manner.

· Liaison with and production of appropriate information for the school’s auditors as required in respect of the annual audit.

· Liaison with the school’s bank

· Production of statutory returns to competent authorities as required.

· Cost control (liaison with budget holders), including the  monitoring of print/copy costs.

· Financial benchmarking data

Project Management
· Lead or contribute to project management as appropriate, including liaison with lawyers, project team, architects, local authority, Governors, etc.  
· Cost control and internal management of projects.  

Charitable & Statutory Duties

· Monitor legislative developments affecting charities in matters such taxation and advise the Headmaster and Board accordingly.

· Production of statutory returns as required

· Monitoring of legislative developments regarding charity accounts, charitable status, HR, H&S, etc 

· Liaison with insurers regarding all policies

· Ownership of the school’ Critical Incident Plan



Purchasing	
· Monitoring and oversight of procedures for purchasing, stocking, storage and issue of major consumables to ensure effective buying.

· Oversight of all strategies relating to the appointment of suppliers and purchase of goods and services.

· Making effective and efficient agreements/contracts for all school supplies

· Making effective and efficient contracts for any contracted services such as cleaning and catering, including running the tender process periodically as necessary.

Catering
·    Overseeing and regularly reviewing the school’s catering contract

·    Support the Catering Manager as necessary in the management and further development of all catering operations.

·    Quality control of all school catering and oversight of the provision for pupils with special dietary requirements.

Human Resources
· Provide leadership and support for appropriate non-teaching staff 
     through line managers

· Recruitment, professional development and appraisal of all direct reports and assistance to operations management in the appointment of staff.

Oversee the work of the Human Resources Officer, so that systems for DBS and other checks are maintained for all staff and contractors' staff in accordance with legal requirements and the school's policy
	
· Oversee the preparation and issue (as appropriate) of all recruitment offer letters, staff contracts, variations of terms in accordance with legal requirements and school policy.

· Support for the Headmaster in disciplinary and grievance   
      procedures for all staff and attendance at employment tribunals if 
      required.



Whole School Responsibilities

· Negotiation and agreement of school insurances and ensuring requirements of these are satisfied

· Quality control and oversight of school relations with the uniform supplier 

· Contract hire agreements for minibuses, liaison with Headmaster and Transport Manager regarding bus routes, numbers etc

· Liaison with Facilities Manager regarding ad-hoc issues they may encounter including Health & Safety matters

· Speech day (organise marquee and other equipment hire, flowers, security, catering)

· Attendance at Open Days

· Termly attendance at regional ISBA meetings as appropriate

· Any other appropriate duties which, from time to time, may become necessary

DIRECTED TIME

Dates of staff meetings and staff training days are produced each term and these are classed as directed time: all members of staff are required to attend.  


REVIEW

· This job description will be reviewed in conjunction with the CPD Programme.
· It may also be amended at any time after consultation with the post‑holder.
· I acknowledge that I have received the job description and recognise the consultation process explicit in the details.


	Member of Staff
	
	Date
	




	Headmaster
	
	Date
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