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Post Title:

School Bursar
Salary:

Range 4 ISN 23 Pro Rata
Hours:

20 hours per week, 40 weeks per year 
Monday to Friday 9.30am to 1.30pm 
Responsible to:
The Facilities Manager 

Highworth Combined School and Nursery is committed to creating a diverse workforce. We will consider all qualified applicants for employment without regard to sex, race, religion, belief, sexual orientation, gender reassignment, pregnancy, maternity, age, disability, marriage or civil partnership.
Purpose of Job:


The School Bursar reports to the Facilities Manager. 

The School Bursar reports to the Facilities Manager and works as part of the wider facilities team, whose role is to support all administrative and premises processes. This ensures that the school leadership team is able to focus on the core purpose of the school: teaching and learning.
The School Bursar contributes to the effective running of the school by supporting the strategy and day-to-day operation of key business functions, including financial administration, purchasing,  general administration and pupil welfare. 

Working closely with the Facilities Manager, the Bursar helps to provide efficient financial and administrative systems that enable the school to operate smoothly, while also supporting the Headteacher and Governing Body.
To ensure that the school is fully prepared to meet OFSTED financial criteria and SFVS.

To liaise with relevant members of the Local Authority.

General Duties:

Financial Management
· In partnership with the Facilities Manager and Headteacher, manage the school’s budget and ensure it is balanced, realistic, and represents an effective use of public funds 

· Submit the budget to the governing board 

· Monitor the budget all year round, advising the headteacher and governing body where revisions or changes are needed 

· Forecast future years’ budgets, based on the school’s estimated funding and trends in expenditure, to enable the headteacher to make strategic, long-term decisions

· Comply with financial reporting requirements and submit statutory returns

· Oversee school bank accounts on a day-to-day basis, ensuring money is banked, invoices are paid promptly, money owed is collected, and clear records are kept

· Develop and implement the school’s fundraising and income generation strategy, choosing fundraising priorities in line with the school improvement plan 

· Find and apply for grants

· Lead on procurement processes, managing tenders where appropriate, conducting due diligence, benchmarking and evaluating suppliers, negotiating deals and ensuring value for money 

· Manage the school’s lettings offer including the swimming pool and nursery provision.
· Maintaining all aspects of the school’s financial systems (including School Fund and Purchasing Card) in accordance with the school’s financial procedures manual.

· To ensure that the financial transactions in the school are carried out in an appropriate manner and that the financial regulations of both the LA and the school are observed.

· To support the Headteacher in preparing capital bids to the LA, monitoring and control of capital expenditure on buildings and grounds, placing of contracts, appointment and monitoring of contractors.

· To co-ordinate audit procedures as necessary.

· To co-ordinate the financial requirements for the provision of Hot School Meals, including the effective management of ParentPay.

· To ensure inventories of equipment and stock are maintained.

· Maintain and monitor FSM, Sports Premium and Pupil Premium

· Monitor, audit and replenish curriculum consumables

· Work with teachers, subject leaders and the Bursar to forecast needs

· Ensure value for money and safe storage

· Implement regular stock checks

· Support sustainable purchasing where possible

· Manage the Asset Register

Administration:
· To support the Facilities Team with the reception and hospitality of all visitors and children to the school.

· In the absence of the Facilities Manager to provide a full PA/secretarial service to the Headteacher and all staff.

· To ensure administrative liaison with Highworth Friends, the school’s PTA
· In the absence of the Facilities Manager to manage the staffing needs of the school on a daily basis with regard to absences.

· Keep records in accordance with the school’s record retention schedule and data protection law, ensuring information security and confidentiality at all times 
· Work with class teachers to administer all aspects of school trip logistics such as coach travel, bookings with external providers etc 
Human Resource Administration:

•
Maintain the personnel database school’s information management system (SIMS), including contract details, addresses, contact numbers, absences, contract details, onboarding and termination of contracts etc. Ensuring that all information is kept up to date, process documentation, create and maintain Personnel files

•
Ensure the workforce census is completed and returned to Bucks Council (BC)

•
Responsibility for e-forms and SIMS to SAP eg input of supply teachers / Bucks Pay staff claims / amendments to contracts / sickness reporting to the electronic system. 

•
Manage and monitor the school’s payroll provision with the payroll provider (Buckinghamshire Council)

Welfare and Pastoral Support:
· To carry out First Aid duties and administer any medicines as necessary.
Safeguarding:
· To read and fully understand part one of Keeping Children Safe in Education.
· To read and fully understand the school’s Child Protections Policy.
· To read and fully understand any other policy that the Head Teacher deems necessary in ensuring the safety of children. 
· To engage with safeguarding children such as basic child protection and Prevent. 

· Maintain and update Single Central Record
NOTE: 

Notwithstanding the details in this job description, the job holder will undertake such duties as maybe determined by the Headteacher commensurate with the principal responsibilities of this role. The duties of the post may vary from time to time without changing the general character or level of responsibility of the role. 
Person Specification – School Bursar
	Category
	Criteria
	Essential/
Desirable

	Qualifications & Training
	Good standard of education (GCSEs or equivalent, including English and Maths)
	E

	
	First Aid qualification (or willingness to obtain)
	E

	
	Safeguarding training (or willingness to undertake)
	E

	Experience
	Experience of financial administration, budgeting and financial monitoring
	E

	
	Experience of working in a school or public sector environment
	D

	
	Experience of procurement, contracts or supplier management
	D

	
	Experience of using financial management systems
	E

	
	Experience of administrative support in a busy office environment
	E

	
	Experience of working with governing bodies or senior leaders
	D

	Knowledge & Understanding
	Understanding of financial procedures and budget management
	E

	
	Knowledge of safeguarding practices in schools
	D

	
	Understanding of data protection, confidentiality and record keeping
	D

	
	Awareness of school funding streams (e.g. Pupil Premium, Sports Premium)
	D

	
	Understanding of compliance requirements (e.g. SFVS, audit processes)
	D

	Skills
	Strong numerical and analytical skills
	E

	
	Excellent organisational and time management skills
	E

	
	Ability to prioritise workload and meet deadlines
	E

	
	High level of accuracy and attention to detail
	E

	
	Effective communication skills (written and verbal)
	E

	
	Strong IT skills (e.g. Microsoft Office, financial systems)
	E

	
	Ability to work collaboratively as part of a team
	E

	
	Ability to work independently and use initiative
	E

	Personal Qualities
	Professional, reliable and trustworthy
	E

	
	Commitment to supporting teaching and learning through effective administration
	E

	
	Flexible and adaptable approach to work
	E

	
	Calm under pressure with a proactive attitude
	E

	
	Commitment to safeguarding and promoting the welfare of children
	E

	Other Requirements
	Willingness to undertake training and continuous professional development
	E

	
	Ability to carry out First Aid duties and support pupil welfare
	E

	
	Commitment to the values and ethos of the school
	E
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