KENT COUNTY COUNCIL
HAY JOB DESCRIPTION QUESTIONNAIRE

Job Title:
Bursar/Business Development 



Manager



Directorate: Children, Families & Education
Reports to:
Headteacher



Job Family: Business Effectiveness


Job Holder’s Name: 



Location: 
******* School
Post Number:




Date: 









Current Grade:  KS 12 (Indicative)
1. PURPOSE OF JOB

As a member of the Senior Management Team, provide strategic leadership and management of the operational business of the school to provide best value and enhance effectiveness leading to improved standards of achievement.    The role encompasses all aspects of the school’s finances and administration as well as personnel management, site management, contracts management and developing marketing and business links.
There is a need to work in partnership with Clusters and within the extended schools framework.

2. DIMENSIONS

Budget:  
Manages (in consultation with the Headteacher/Governing Body) a budget of 

in excess of £3m.
Manages multi-disciplinary team of over 20 on grades KS2 to KS10.

3. PRINCIPAL ACCOUNTABILITIES

· Develop and produce strategies for the provision of a range of Business Support activities, including office support, operational business development, monitoring processes, and estate management to enhance and support the school’s service provision and help it meet the challenges of delivering a value for money service to school and the wider community.
· Produce an annual business plan for the school to monitor and improve the effectiveness of the deployment of resources against future business and school needs and the achievement of income targets.
· Establish and maintain an overview of future technology and systems in order to enhance business provision as well as representing the school on relevant forums, associations and cluster boards.
· Manage the school budget ensuring it is allocated effectively against set business targets and that this meets school, KCC and National financial procedures, guidelines and requirements.  

· Direct and lead the support staff team to ensure that operational/business targets are met and initiate the development of a continuous improvement programme to ensure school needs are met and that best value for money is derived.
· Develop strategies for business marketing of the school to ensure and maintain a positive high profile within the wider community on a local and national basis for the purpose of working in partnership to attract funding for designated projects, including developing a network of interested parties and negotiating with local business to promote the maximum use of the school’s facilities for the wider community and achieve income generation target to support the needs of the school and use such resources in a meaningful and cost effective way.
· Participate in strategic decision making as a member of the school’s Senior Management Team to ensure that the business service implications of all decisions are duly considered and particularly that all financial implications are rigorously explored to ensure the viability of strategic decisions.
· Liaise with key community partners in order to develop shared initiatives to champion high quality learning opportunities and to meet wider community need.  This will include co-ordinating community consultations meetings and questionnaires with staff, pupils, parents and members of the local community compiling reports and using that information to inform future planning, collating termly reports and newsletters for the Headteacher, governors, staff, parents and the wider community and be responsible for publicity and showcase examples of good practice. 
4. NECESSARY EXPERIENCE

· The post holder requires an extensive knowledge of complex financial procedures, regulations and business management (including HR) and would be qualified to NVQ level 5 (or equivalent) and hold a full professional CCAB-Qualified Accountant qualification and DSBM.

· Must have undertaken the Support Work in Schools Programme (VRQ 2).

· A high level of interpersonal and communication skills are necessary in order to discuss budgetary positions and advise Headteacher and various Governing Body Committees.  The post holder will need to interpret, apply and give advice on complex financial issues and the post holder must posses negotiating skills in order to interact effectively with colleagues, internal and external clients and other key stakeholders. 

· Detailed and authoritative knowledge and experience in financial procedures is essential, as is computer literacy, payroll and accountancy.

· The post holder must be a strategic thinker and have significant, proven business administration and management experience together with knowledge and awareness of how to form and develop successful marketing strategies and in depth knowledge of premises/estate management.
· Must posses knowledge of school procedure/policies, KCC regulations, audit requirements, Health and Safety and employment legislation.

· A flexible, efficient and analytical approach is required with the ability to resolves complex problems and work on own initiative to tight deadlines.

5. SCOPE FOR IMPACT

The school is managed as a stand alone business unit and the post holder is a full member of SMT, consequently there is a requirement to ensure service and performance levels and budget requirements are met.

The post holder will have a significant and wide-ranging impact on the management of the school and will lead a large, diverse team and have partnership responsibilities.  The post holder participates in strategic decision making and will need to formulate business and school development plans (non-curricular) for the medium term (approx. 3 years).
The post holder will be responsible for all aspects of estate management and would be required to spearhead the development and progress of major building projects within the school.

The post holder is responsible for all support systems and procedures and would be expected to review and restructure working practices, policies, procedures and staff deployment in order to ensure that the school is equipped to deal with changes in the school and the wider community, together with implementing changes required as a result of government initiatives and bring together business support practices and procedures from disparate units/external bodies in order to develop processes for the whole school and Clusters.  The knowledge to deal with a variety of financial arrangements (such as partnership funding and recording work done by third parties, such as independent nurseries using school facilities).
The postholder will be responsible for all aspects of financial management and would be required to be the financial specialist overseeing all financial aspects of the accounts and financial systems.  In order to do this they would be expected to possess specialist knowledge in this area and comply with both KCC and national accounting conventions and procedures.
The postholder would need a complete understanding of the financial controls needed to ensure that the finances are conducted in a prudent way to protect public finances.

6. JOB CONTEXT

The post holder is the “expert” and will lead practice in all aspects of school management and apply their knowledge from a “first principals” perspective to resolve complex and sensitive issues.  The school is responsible for managing a delegated budget of approx. £3m and for expanding the boundaries of income generation in order to support innovative projects to enrich the education experience of its pupils.
The post holder plays a key role in helping raise income from numerous sources, as well as ensuring that all finances within the school are effectively managed to provide maximum benefit.  In this regard the post holder will have daily contact with staff at all levels throughout the school, Clusters, officers of the LEA and other KCC departments as well as contractors and private companies, and other government agencies such as DWP, HMRC etc.

The post holder will be expected to have a full understanding of the policies and procedures and implement plans which demonstrate an awareness of the longer-term impact of the decisions being made. 
It is likely that the post holder would be expected to take the lead responsibility within the school for ESCOP accreditation

7. ORGANISATION (not Line Management responsibilities)
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8. CHANGE STATEMENT

As a result of the Government’s initiative “School Workforce Reform” and the National Agreement “Raising Standards – Tackling Workloads” new ways of employing support staff in schools are being sought.  The National Workload agreement suggests that schools should deploy more staff in extended roles and the role of the Bursar/Business Development Manager is one of these.
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Senior Management Team Members





Bursar/Business Development Manager (KS12)





Headteacher





Caretaking and Cleaning Staff 





Receptionists, Finance Officers and other Administration Staff





Midday Meal Supervisors and/or Catering Staff





Technicians, Teaching Assistants and other Learning Resources Staff





Road Crossing Patrol Officer








Partnership agencies/Clusters








Agreed By ……………………………….

Approved By ………………………………………..

                   Job Holder
                                                      
 Manager

Compiled By …………………………….

 Approved By ……………………………………..
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  Chief Officer / Nominee
Autumn 2006


