[image: image1.jpg]OrleyFarm |





Job Description

For 

Bursar
Main Purpose of Role

The Bursar is responsible to the governing body for the conduct of the financial affairs, business management and material state of the premises and to the Head Teacher for day-to-day administration. 

The Bursar will be responsible for the following:  
Finance and Accountancy

· Advising on general financial policy within the school.

· Preparing annual estimates of income and expenditure to include the preparation of departmental budgets within the school, the latter in consultation with the head or senior academic staff.

· Monitoring income and expenditure in relation to budget and presenting regular management reports to the governing body.

· Keeping the accounts of the school and preparing Statements of Financial Activity (SOFA) and balance sheets in accordance with the charities Statement of Recommended Practice (SORP).

· Maintaining cash flow projections for the current and future years.

· Advising on investments in consultation with the school's brokers or investment managers.

· Overseeing the preparation of pupils' bills and collection of all fees and extras.

· Overseeing the payment of all salaries and wages, including PAYE, Superannuation and National Insurance Contributions and compliance with regulations for benefits in kind.

· Administering pension schemes for teaching and non-teaching staff.

· Scrutinising and passing for payment all invoices received in the school.

· Organising special appeals for capital projects or endowment funds.

· Keeping analyses of costs and other statistical records.

· Preparing forecasts for the future financial performance of the school; usually over a period of five years.

· Preparing financial appraisals of particular projects.

· Advising on taxation matters generally, including covenants from subsidiary companies to the parent charity and, where appropriate, ensure compliance with regulations for VAT.

· Advising on the financial implications of the charitable status of the school.

· Dealing with the school's income tax and rating assessments.

· Advising on scholarship and bursary funds and undertaking assessments of parents' income and assets prior to making bursary awards.

· Involvement in the marketing and development of the school 

 General Management and Administration

· Overseeing on behalf of the Head Teacher, HR’s compliance with all relevant aspects of employment law including employment protection, equal pay, minimum wage, Working Time Directive or discrimination on the grounds of sex, race or disability.

· Overseeing the employment, terms and conditions of service, supervision and welfare of all non-teaching staff.
· Ensure that appropriate checks have been carried out by the Disclosure and Barring Service on all employees whose work brings them into contact with children. 
· Formulating, monitoring and implementing the school's policy to comply with the requirements of health and safety legislation. This could include acting as the health and safety assistant within the school and as chair of the health and safety committee.  Carry out risk assessments where appropriate and monitor all departments to ensure that they are carrying out risk assessments. Take professional advice as required.

· Ensuring that the school has adequate insurance cover at all times to include employer's liability, buildings and equipment cover, personal accident, travel insurance and other relevant cover. Professional advice should invariably be sought.

· Arrange in consultation with the Head Teacher for staff accommodation and deal with the letting of property to school employees and third parties; ensuring that the appropriate leases and licenses to occupy are signed by the tenants.

· Overseeing the letting and management of school premises to outside organisations.
· Overseeing the letting and management of school property

· Take note of and implement as appropriate the recommendations of reports from (or good practice promulgated by) such bodies as the Independent Schools Inspectorate (ISI)

· Manage central resources for teaching and administration.

· Advising on and taking the appropriate physical security measures within the school for protection of both staff and pupils; maintain effective communication with the local police force.

· Maintaining contact with the statutory authorities and other organisations both at national and local level and comply with the school’s governing articles
· The swimming pool and its plant, with the need to ensure that proper safety procedures are enforced, particularly for out-of-school hours and during the holidays.

· Liaise with cleaning contractors

· Overseeing the management of all non-academic departments

· Overseeing the management of the uniform shop.

· Management of sports equipment and facilities.

· Minibuses and transport – Overseeing compliance with the regulations for the operation of minibuses; driver training and assessments; servicing and vehicle inspectorate tests.
· Produce specific reports and information when required by the Head Teacher 
· Ensure compliance with the Date Protection Act

 School Buildings

· In conjunction with the Facilities Manager, overseeing the maintenance of school buildings including the preparation of maintenance schedules and keeping of records.

· Managing the installation and maintenance of equipment for the detection, warning, protection and escape from fire ensuring the necessary fire risk assessments are carried out.

· Maintenance and efficiency of the installations and plant for electric and gas supply, heating, domestic hot water, water softening etc.  Letting of energy supply contracts at competitive rates, either directly or through a purchasing group. Promotion of energy conservation.

· Ensure that catering areas meet the requirements for hygiene and food safety.

· Managing the maintenance of the lighting and ventilation in all school buildings.

· Drawing up outline specifications for new buildings, obtaining tenders,  and planning permission; liaise with school architects, consultants, contractors and other authorities for the planning of new buildings.
· Maintaining relationship with residents of South Hill Avenue; the school owns the roads within the estate which includes 57 privately owned properties
· Carry out the duties of Company Secretary South Hill Estates (Harrow) Ltd

Duties as Clerk to the Governors
· Attend and record Governor’s Meetings including the Annual General Meeting and meetings of sub-committees where required.
· Produce agendas and provide papers in conjunction with the Chair of Governors and Head Teacher

· Make statutory returns to Companies House and administer matters relating to the appointment and retirement of Governors

· Make statutory returns to the Charity Commissioner
 School Grounds

· Overseeing the upkeep of playing fields, gardens, all weather surfaces, running tracks and tennis courts.

· Land drainage
· Maintenance of boundaries, roads and rights of way
Professional Development
· Participate in arrangements for appraisal and in the identification of areas which would benefit from training and undertake such training

The Bursar agrees to undertake any other duties that would reasonably be expected of him / her at the request of the Head Teacher or the Governing Body.

The Bursar’s responsibility for promoting and safeguarding the welfare of children and young persons with whom s/he comes into contact will be to adhere to and ensure compliance with the School’s Child Protection Policy Statement at all times.  If in the course of carrying out the duties of the post, the Bursar becomes aware of any actual or potential risks to the safety or welfare of children in the school, s/he must report any such concerns to the school’s child protection officer or to the Head.

BURSAR - PERSON SPECIFICATION
	
	Factors
	Essential 
	Desirable

	Qualifications
	Evidence of academic achievement 

A qualification in school business management

Accountancy Qualification
	√
	√
√

	Training
	Evidence of continuing professional development


	√
	

	Experience
	Managing Teams

Communicating at a Senior Management Team level

Managing strategic financial plans

Managing budgets, financial reporting, procurement and fixed assets

Managing change projects

Managing at a Senior Management Team level

Property development and property management


	√
√
√
√
√
	√
√

	Knowledge and Skills
	Able to deliver services and systems applicable for effective school management

Knowledge of a school management information system 

Able to lead teams and individuals

Able to present a business case and strategically influence decision making within the school

Outstanding numeracy, financial, communication and managerial skills
High level IT skills including Word, Excel, and with the ability to train and develop others

Knowledge and thorough understanding of the Freedom of Information and Data Protection legislation and of confidentiality issues 

Understanding of educational issues

Understanding of promoting positive relationships within the wider school community


	√

√

√

√

√

√
√
	√
√

	Personal Qualities
	Able to demonstrate a confident and professional attitude 

Ability to build and maintain links with all key stakeholders including parents, staff, neighbours, construction teams, Headmaster and Governors

Strong interpersonal and influencing skills.

Willingness to constructively challenge the work of self and others to continually improve own and team performance

Well-tuned attention to detail and ability to prioritise and delegate workloads in order to meet strict deadlines
Committed and responsive to change

Team leader and team player with strong communication skills 

Ability to communicate well with all key stakeholders.
Pro-active positive thinking skills to enable excellent presentation of business cases and implementation of decisions

Loyalty and Integrity

Good judgement & a good sense of humour

Patience & tolerance

	√
√
√
√
√
√
√
√
√
√
√
√
	


