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Durham School for Girls Doha. 
JOB DESCRIPTION

BURSAR

Line Management: 
Report to Principal



Line Manager for all support staff and finance team. 
Main Responsibility 
Working with the Principal the Bursar is responsible for the financial stability and long term commercial viability of the School.
Specific Tasks:

The following represent the key duties of the Bursar:

· Management of and support to designated support staff including the Assistant Bursar

· With the Principal prepare annual budget for approval by Governors

· Manage all purchasing within the agreed financial regulations.
· With the Principal ensure that the school can operate effectively within budget

· Advise the Principal on the viability of unbudgeted expenditure

· Manage the cashflow to ensure the school can meet all planned expenditure

· Ensure all budget holders operate within agreed budgets

· Data Protection Officer

· Anti-Bribery Officer

· Oversee the preparation and issue of all fee invoices – with the finance team
· Follow up all unpaid fees within prescribed deadlines as agreed by Governors

· Negotiate with parents over payment plans for unpaid fees – with the finance team
· Preparation of monthly management accounts, forecasts, cash flow projections and balance sheets – with the finance team
· Preparation of relevant papers for Governors Committees

· Preparation of annual accounts for Governors and Investors committees 
· Advise the Principal on all statutory financial obligations and ensure that the school is fully compliant

· Advise the Principal on all employment law obligations and ensure that the school is fully compliant

· Ensure that all financial and employment policies are reviewed annually and amended to ensure statutory compliance

· Management of all aspects of Bursary applications, including annual reviews and where appropriate home visits

· Advise the Principal on Bursary applications

· Management of all aspects of staff salaries

· Liaise with HR regarding contracts and labour law, leave and sickness 
· Preparation of all staff contracts – liaise with the PRO
· Attendance at Full Governors, Finance and Health, Safety & Welfare Committees and School Board
· Creatively explore new income streams
· Monitor and Liaise with the FM company for the cleaning, maintenance and security contracts. Daily liaison and responsibility. 

· Hold all licences and renewals for FM contractors and suppliers to the school. 
· Support the effective promotion and marketing of Durham School

· Member of the Senior Management Team and Senior Leadership Team
· Liaison with school suppliers, including uniform suppliers

· Contribute to the school’s strategic development plan
· Oversight of the School’s Risk Register.
Person Specification:  The Bursar is a key member of the Senior Management Team and as such is expected to display the following:
· Integrity

· Discretion

· Good judgement

· Collaborative style of leadership

· Excellent communication skills

· Ability to manage staff

· Good IT skills

· Excellent accounting skills

· Calmness under pressure

· Ability to arbitrate and assist in conflict resolution

· Good strategic vision

· Empathy with the educational aspects of the school

· Decisiveness

· Creative thinking

· Excellent analytical skills
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