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Title:
School Bursar

Accountable to:
Operations and Project Manager

Grade:
NJC Scale Point F

Purpose of job

To maintain a rigorous oversight of school budgets, accounts, processes and transactions
to ensure that financial advice provided to inform management decisions is accurate, up-
to date and in conformance with all relevant internal and external regulations and
standards. This will include working under the line-management of the Operations and
Project Manager with additional instruction from the Trust Financial Controller to provide
a robust and effective financial function for the school.

Key Objectives

e Take responsibility for the school’s financial relationships with external bodies and
ensure such functions as reporting, accounts payable and receivable, banking, CFR
returns, grant applications, school fund, leasing, special event finances, year-end
accounts etc. are managed in a timely and professional manner and in conformance
with agreed terms and conditions.

e To provide timely authoritative financial advice to the Headteacher and wider
management team in relation to budget setting, best value, procurement, internal and
external regulations and, where appropriate, income generation.

e To maintain and monitor the delegated budget and income at Glebe Farm School.

e Assist the Headteacher and governing body with income generation activities.

e To champion best practice and ensure that administrative colleagues working within
the finance systems are performing their duties diligently.

Manage the administrative and financial processes within the nursery.

To assist in non-financial administrative functions when requested by the Headteacher.
e To engage with the wider Trust Finance Team and work collaboratively across Trust

schools.



Day to Day Management

e To be responsible for processing all accounts payable invoices, ensuring suppliers are
set up on the system, and to deal with all associated queries.

e To process all company credit card expenditure ensuring that card holders keep all
appropriate paperwork.

e To prepare BACs file for onward approval

e To be responsible for cash collected on site being receipted, reconciled, stored securely
and banked regularly.

e To be responsible for ensuring the inventories of equipment and stock are maintained.

e Manage appropriate service contracts, service level agreements and school licences
and insurance within the Financial Scheme of Delegation

e To ensure that Balance Sheet codes are reconciled at least monthly; bank, debtors,
creditors and payroll.

Budget Monitoring and Reporting

e To maintain and monitor the school budgets and financial statements using the Access
(HCSS) accounting package and Budgeting software.

e To provide regular reports on income, expenditure and balances to the Operations and
Project Manager and delegated budget holders to ensure that all funding is identified
and monitored in an effective and efficient manner.

e To support in the payroll process, monitoring of changes and reporting monthly on
variations and any explanation; working with the wider Finance Team and Leadership
to support in a well monitored, controlled budget.

e Support on the monthly management accounts production as well as providing
supporting documentation for the Year-End Audit.

e To provide information and support to the Operations and Project Manager and School
Leadership to assist setting of annual budget for the School. This will involve working
with the Leadership and providing details of all regular payments e.g. utilities,
subscriptions and regular maintenance contracts.

Administrative and Financial processes within the Nursery

e Administration in regards to Nursery Registration and admissions including bromcom
database and hard copy files.

e Manage and administer Starter packs.

e Complete and maintain the funding (Estimates and Actuals)

e Prepare and process invoices.

e Process Leavers.

e Ensure policy and Terms and conditions are kept updated.



Compliance

e To ensure that the school is compliant against financial policies and processes.

e Deal with the internal and external audit on a regular basis

e Input all data in an effective and efficient manner to ensure that the Operations and
Project Manager is able to provide the SLT/Central Trust Team and Trustees with a
range of financial and budgetary information as required.

e To work with the Trust Financial Controller to maintain an effective financial system
with regards to internal control.

e To work with the Operations and Project Manager, Trust Financial Controller and CFO
to ensure that all information and reports required by ESFA are prepared and
submitted as required.

Generic Duties and Responsibilities

e Understand the implications of GDPR and other legislation and ensure that there is
provision to maintain confidentiality of records and information

e Be aware of and adhere to relevant Health and Safety regulations

e To undertake any other duties as requested by the Operations and Project Manager
and Trust Financial Controller or School Leadership; these duties may change from time
to time without changing their general character or level of responsibility

Scope

e Responsibility for development of robust and transparent financial and supporting
administrative systems throughout the school.

e Budget monitoring for school including school fund, ring-fenced monies and other
holdings.

e Responsibility for financial risk assessment and data security.

Schools benefit from a flexible approach to working arrangements — because of this, the
tasks and responsibilities listed here are not definitive. Head Teachers may

require particular additional duties to be undertaken to suit the specific school’s
requirements and these may be incorporated in the role requirements as long as they are
at a similar and appropriate level to the other listed duties.

Review of Performance

Performance Management reviews will focus on the post holders’ responsibilities. There is
recognition that however good we are at our jobs; we should embrace the notion of ‘continuous
improvement’.

Code of Conduct

Glebe Farm expects all staff to ensure that their standards of conduct are, always, compliant with
the IFtL Code of Conduct.



Generic Responsibilities of all Glebe School Staff

e To work consistently to uphold School and Trust’s belief that no child is born to fail.

e To exemplify and uphold the school’s vision, values and ethos at all times particularly with
regards to children’s wellbeing and emotional development.

e To follow all school policies

e To work in a co-operative and polite manner with all stakeholders.

e To work with children in a courteous, positive, caring, and responsible manner always.

e To follow the child protection procedures. To ensure that children’s safety and wellbeing is
never compromised

e Demonstrate a keen interest and involvement in all aspects of school life

e To be polite, cooperative, and positive when communicating to other staff.

e To take an active and positive role in the school’s commitment to the development of staff, and
their annual review procedures.

e To work with visitors to the school in such a way that it enhances the reputation of the
school.

e To seek to improve the quality of the school’s service.

e To present oneself in a professional way that is consistent with the values and
expectations of the school.

Other information

Inspiring Futures Through Learning is committed to safeguarding and promoting the
welfare of children. All employees are expected to share this commitment, to follow the
Trust’s safeguarding policies and procedures and to behave appropriately towards
children at all times, both in work and in their personal lives.

All school-based posts are defined as Regulated Activity and therefore this post is
subject to an Enhanced with Barred List Criminal Records Bureau check.



Person Specification

Skills and Knowledge Level Assess by;
Attainable Successful applicants will be expected to obtain the denoted qualifications or A )
——=—=—= experience within an agreed period of time Application

|
; Applications will be preferred from candidates with the denoted qualifications or Interview
Desirable experience b T
Testing
Essential Applicants without the denoted qualifications or experience will not be R
= considered for this role Reference
o Educated to GCSE grade C or above in English and Mathematics or
Qualifications equivalent A
IAAT Qualified, equivalent by experience or willing to work  towards
qualification.
Experience of financial planning, budget monitoring and final accounts A/R
Skills / Experience
Experience in ordering (stock and services)
X A/R
Practical experience of working with accounting packages A/R
Previous experience in a finance setting A/R
Good practical knowledge and solid experience of Microsoft Office A/l /R
Packages, in particular Excel
Knowledge of HCSS would be an advantage A
X
IAwareness of the particular financial issues surrounding schools and A/LR
devolved school budgets.
Experience of working in an educational setting
X A/l /R
Competencies Level Assess by;
A
Awareness Demonstrable aptitude and ability to develop in the particularwork area Application
|
Significant  Clear competence in the work element sufficient for all role requirements S '”‘eQ"eW
- L . Testing
Extensive Sufficient expertise in the work element to lead and mentor others, and influence R
= policy and practice Reference
Planning and Prioritising work in the light of changing deadlines within the overall X IR

organising work

horizon of the school year.




Have a methodical approach and produce accurate information

A/R

IAbility to prioritise and work on own initiative as well as part of a team

IAble to maintain confidentiality over sensitive aspects of financial
information

A/R

Good interpersonal skills, including telephone manner, able to deal
confidently, politely and assertively with staff, students, parents and
suppliers over financial and related matters

A/R

IAbility to work under pressure and meet deadlines and to multi-task and
use initiative as necessary

A/R

IAbility to communicate effectively with colleagues, managers,
customers and parents as all levels either verbally or in writing

A/l /R

Effective assessment of financial procedures. Identifying and introducing
change where appropriate.

Other

IRequirements

Experience of working with children and their families/carers

Encouraging colleagues and others to adhere to agreed financial
procedures.

Encouraging colleagues and others to adhere to agreed
financial procedures.

ITake responsibility for all financial administration duties as delegated by
the HT or other senior manager.

I,R

Financial management which includes budget monitoring and
statutory reporting.

A/l /R

IAwareness of confidentiality issues and adherence to financial
regulations.

IAble to travel effectively between bases, use of own car would be an
advantage




