KENT COUNTY COUNCIL
HAY JOB DESCRIPTION QUESTIONNAIRE

Job Title:
Bursar




Directorate: Children, Families & Education
Reports to:
Headteacher



Job Family: Business Effectiveness


Job Holder’s Name: 



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




Date: 









Current Grade:  KS 7 (Indicative)
1. PURPOSE OF JOB

To provide an effective financial and administrative service to support and enhance the running of a large primary school in accordance with KCC Financial Regulations.  Provide timely and accurate information to the Headteacher and Governing Body as required.

2. DIMENSIONS

Budget:  Makes recommendations and with the Finance Sub-Committee takes decisions 

about the deployment of the school budget of approx. £0.5m.  The post holder, with 

advice and support from the Headteacher, has control of some school funds (e.g. 

Voluntary Fund) of up to £15k.
Subordinates: Responsible for one Grade KS5 Administrative Officer.

3. PRINCIPAL ACCOUNTABILITIES

· Formatting salary proposals in line with the School Development Plan for the Financial Sub-Committee in order to co-ordinate an annual budget of income and expenditure at the school.
· Maintaining and monitoring all budgets and presenting regular management reports to ensure efficient and effective control of income and expenditure.

· Preparation and implementation of business plans to ensure strategic development of the school to a high standard, measurable by internal and external criteria.

· Ensuring that the school complies with statutory requirements from the DfES, KCC, Governing Body and other agencies.

· Negotiating contracts and tenders to ensure the most efficient use of resources to ensure best value for money at all times.

· Managing all personnel processes to ensure that all documentation is accurately completed and forwarded to the relevant departments in compliance with school policy, KCC policy and legal requirements.

· Supervise the Administrative Officer.  Conduct appraisals for TCP and identify and recommend developmental training to ensure that an efficient and effective service is provided to support staff, pupils, parents and Governors.

· Support the Headteacher in a consultative and administrative capacity in matters of Finance, Personnel and school administration to provide an objective and informed view to aid decision making.
4. NECESSARY EXPERIENCE

· Qualified to AAT (Interim) NVQ 3 (or equivalent) and working towards CSBM and AAT (Tech).  
· Must have undertaken the Support Work in Schools Programme (VRQ 2) or be working towards obtaining this.

· Must be computer literate with up to date knowledge of current hardware and software packages with experience of setting up databases, spreadsheets and word processing documents.

· Must have proven previous experience of working in an office environment dealing with financial regulations.

· Must be aware of KCC Financial Regulations and understand other relevant school policies.

· Excellent communication and organisational skills are essential.

· Must be able to work under pressure and use own initiative and have the ability to prioritise own workloads and work to deadlines.

5. SCOPE FOR IMPACT

The school is managed as a stand alone business unit.  The post-holder will have responsibility for monitoring the school budgets, by providing good, accurate and timely information to the budget holders, Headteacher and Governing Body to ensure that the school is managed effectively.  

The post holder will prepare business plans which will impact on the School Development Plan so that efficiency savings identified in the Business Plan can be translated into action for school improvement, therefore meeting OFSTED requirements.

6. JOB CONTEXT

The post-holder is a member of the school’s administrative/management team but would be expected to use their knowledge at a level that enables the straightforward interpretation and application of policies and they will provide advice to the Headteacher/Finance Sub-Committee based on this interpretation.  Supervision is available but the post holder will need to apply their knowledge, experience and training to develop and improve the financial support services to the school.  
The post holder is responsible for ensuring that invoices, receipts and staff payments are processed and recorded in the school’s computer systems within strict deadlines and in accordance with KCC Financial Regulations and school guidelines, policies and procedures.

The post holder would need to deal with parents, teachers, support staff, the Governing Body, contractors and suppliers, LEA staff, training agencies, supply agencies, insurance companies and auditors.  The post holder has full line management responsibilities for one member of staff.
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 is one of these.
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Agreed By ……………………………….

Approved By ………………………………………..

                   Job Holder
                                                      
 Manager

Compiled By …………………………….

 Approved By ……………………………………..

                       Job Analyst
                                                
  Chief Officer / Nominee
Autumn 2006


