Bursar’s Assistant 

	
Reports to: 	 Bursar

Pay range : 	 £30,000 - £37,00   plus  Generous Non contributory pension scheme.

Liaising with:   Senior Leadership Team [SMT], Staff, Visitors, external agencies such as 
local authorities [LA], suppliers and parents

Job Purpose:	You will work closely with the Bursar and will be a team player, have a sense of humour, enjoy working with children, be adaptable to school life, and enjoy the challenge of working in a fast-paced environment.
Based at our Junior School (SE1 but some time may be spent at the Senior School SW1). Normal office hours 8:30-4:30 Monday-Friday.  
We are looking for someone to support the Bursar, including financial management and support with a variety of administration tasks. 

Job Description

1. Termly fees and extra billing
2. Order goods and service following authorisation and monitoring spend to budgets and raising purchase orders
3. Maintaining the purchase ledger including processing supplier invoices, preparing payments and dealing with queries
4. Bank reconciliations
5. Credit chasing and posting of cash received
6. Balance sheet and income reconciliations
7. Assist with termly accounts preparation and governors reporting
8. Assist on H&S reporting.
9. Assist with administrative tasks as directed by the Bursar





Person Specification
	
	Essential
	Desirable

	Awareness of office procedures 
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	Empathic to the needs of pupils
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	Finance experience in previous role
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	Excellent interpersonal skills, able to liaise with a wide range of people
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	Experience of working in a school setting
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	Organisational skills able to prioritise own work
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	Well presented
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	Excellent IT skills – including word, excel and database, office 365
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	Punctual and reliable
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	 Friendly and outgoing able to work as part of a team
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	Awareness of health and safety
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	Educated to A level standard
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	Finance qualification 
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	Able and willing to take responsibility of their own area of work and personal development 
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	Ability to maintain confidentiality and be aware of GDPR
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Further information and requirement
Administration staff work full time all year round, but flexible hours are offered during school holiday periods. All annual leave must be taken during school holiday periods.
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