DRAFT – Still under discussion


Finance / Bursar/ Business Manager Roles
in

Schools
~ A Grading Framework ~
The role of Finance Officer / Bursar is wide and diverse.  It depends on the size and type of school and also the allocation of other roles and responsibilities in the school.

This guidance tries to put together some structures and generic job descriptions within a framework which may help you decide how best to deploy your resources.  The School Benchmark Pack also contains Finance/Bursarial job descriptions (some of which are replicated here).  
This pack is meant to be seen as a guide only and as the ideal standard you might expect from candidates at each level.  The job descriptions are designed to be generic and show typical roles and responsibilities within specific grades which are themselves dependent on the size of the school, the size of the budget and the number of subordinates that the job holder is responsible for.

This pack contains:
· Summary of roles and responsibilities from Grade KS06 to KS12 plus finance support roles from Grade KS02.

· A set of generic job descriptions with typical structure charts 
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Finance Assistant – Grade KS 2 - Provides a wide range of administrative duties within the Finance Team supporting the work of the School Bursar/Business Manager/Finance Officer.

· The post holder would work within clearly defined instructions and would require an awareness of school policies.  

· There would be close supervision and the tasks required would be learned quickly and on the job.

· The post holder would have good communication skills, computer skills and the ability to prioritise their work load.

· A general education would be required (to NVQ1 or equivalent).  Some experience of working in an office would be useful.

Finance Assistant – Grade KS 3 - Provides an efficient and sensitive administrative service to support the Bursar/Business Manager/Headteacher.

· The post holder would undertake routine tasks within defined standards providing an administrative service to the Headteacher/Finance Team liaising with external partners such as the LEA, personnel and payroll providers.
· The post holder would use their knowledge to resolve routine problems but there would be regular support and supervision.

· The post holder would need to be able to multi-task and have the ability to prioritise in order to meet deadlines.

· The post holder would require technical and practical skills and be able to deal with school staff, parents, visitors and external agencies with tact and sensitivity.

· The post holder would require an understanding of school policies, in particular those relating to financial procedures.

· A good general education would be required (NVQ1/2 or equivalent) together with computer skills and previous relevant work based experience.

Finance Officer – Grade KS 4 – Manages the financial systems within the school to ensure that the school remains within the requirements laid down by the Local Management Scheme.

· The post holder would provide a well defined service to the school with regards maintaining the financial systems.

· The role is task orientated and routine in nature although the post holder would need to apply their knowledge and experience to resolve basic problems.

· Support and supervisions is readily available on a day to day basis as required.

· The role requires use of previously learned skills, training and experience and will involve regular multi-tasking.

· The post holder would need to define their own work priorities to meet weekly and monthly deadlines.

· The role requires more developed technical and communication skills.

· The post holder would need to understand relevant school policies and procedures.

· A good general education would be required (NVQ2 or equivalent) together with computer skills and previous experience.

Finance Officer – Grade KS 5 – Provides information and support to the Headteacher/Finance/Business Manager/Bursar in forecasting and monitoring the school budget against specific headings in accordance with KCC Financial Regulations.
· Although the role tends to be task orientated and routine in nature, the post holder will require specific knowledge and experience of dealing with school budgets within the KCC Financial Regulations in order to make choices as to how the monitoring etc is completed, using their own judgement, experience and initiative to resolve problems.

· The work will be within clearly understood limits and will be very similar from one day to the next.  However, from time to time there may be the need to deal with non-routine activities.

· A supervisor will be available but they will not give regular instructions although they will give guidance and/or instructions before some tasks are carried out.

· In a team situation the post holder should be in a position to help and advise colleagues although they have no formal line management responsibilities.

· The role requires more developed technical and communication skills.

· A good general education would be required (NVQ2 or equivalent) together with proficient computer skills and previous experience in a similar role.

.

Finance Officer/School Administrative Officer – Grade KS 6 – Provides Administrative / Finance support to the Headteacher dealing with a budget of up to £0.5m

· This role would provide a well-defined service to the school and involve the application of specific experience, knowledge and skills which require choices to be made.

· The Finance Officer/School Administrative Officer would be required to make judgements about how to resolve problems and there would be a regular need for independent thought.  The post holder would have the freedom to apply their knowledge within pre-defined guidelines.

· The work would be within a clearly defined and understood framework although there would be the need to deal with non-routine activities.

· The responsibility for managing the budget rests with the Headteacher.

· The post holder would be working towards AAT (Interim) NVQ level 2/3 (or equivalent) with well-developed computer skills.  The post holder would also have good communication skills (oral and written).  

Bursar/Finance Officer – Grade KS 7 – Administers a budget of approx.  £0.5m with one assistant in a large primary or administers a budget of approx. £1.5m and reports to the School Bursar in a secondary school.
· This role would require the resolution of problems, from within a range of known solutions, by use of extensive knowledge and experience.

· The post holder will require financial knowledge at a level that enables the straightforward interpretation and application of policies and they would provide advice based on this interpretation.

· The responsibility for managing the budget rests with the Headteacher.

· There is a requirement to supervise other people.

· The post holder would have extensive relevant experience and would be qualified to AAT (interim) NVQ level 3 (or equivalent) and working towards CSBM and AAT (Tech).  The post holder would also have good communication skills (oral and written).  

Finance / Site Manager – Grade KS 8 – Monitors a budget of approx.  £2m and manages the site – responsible for managing 2/3 people (i.e. Heads PA & Caretaker/Cleaning staff).
· This role requires the resolution of more complex problems from within a range of known solutions by use of extensive and authoritative knowledge and experience.

· The post holder will require financial/accounting knowledge as they will need to regularly interpret and apply complex policies.

· The responsibility for managing the budget rests with the Headteacher but the post holder will be expected to have a full understanding of the policies and procedures and give advice which demonstrates an awareness of the longer-term impact of the decisions being made.
· There is a requirement to supervise other people.

· The post holder would have extensive relevant experience and would be qualified to NVQ level 3 (or equivalent) and be working to a full professional financial qualification AAT (Technician) and CSBM.

Finance Manager – Grade KS 9 – Monitors a budget of £2-2.5m, supervises Cleaning/Catering contract – Manages 3/4 administrative staff.
· This role would be seen as a specialist service provider at a recognised professional level.

· The post holder will interpret and apply policies and procedures from first principles and take complex decisions within the finance/personnel function of the school although these decisions are unlikely to impact on changing existing policy/practice.

· The post holder will have a high degree of freedom to spend within agreed limits and they will have a monitoring role although the ultimate financial accountability will rest with the Headteacher.

· The post holder will be accountable for the service they deliver and the advice that they give and they will need to have a full understanding on the impact of this in the future operation of the school.

· The post holder will need to plan over a period of months and their decisions will impact on longer-term development and outcomes.
· The post holder will have responsibility for subordinate effectiveness, work allocation and service delivery. 
· The post holder will have a professional (NVQ4 or equivalent) level qualification AAT/CAT and hold or be working to a full profession Finance qualification (CCAB – Qualified Accountant) and DSBM together with extensive experience.

Business /Administration Manager – Grade KS 10 – Monitors budget of approx £3m with up to 20 subordinate staff and an ad hoc member of SMT

· This role will interpret policy and procedures from first principles and will frequently take complex decisions with regards finance/personnel/site management.
· The post holder will be required to keep SMT informed with regards finance/personnel/site management issues and they will be able to influence policy and practice within their area of expertise.

· The post holder will have significant financial accountability although the Headteacher retains the ultimate responsibility.

· The post holder is accountable for the advice they give and for service delivery within their area of expertise.

· The post holder will need to plan over a period of months and their decisions will impact on longer-term development and outcomes.  The advice given by the post holder will impact across the whole school and possibly to partnership agencies.

· The post holder will have responsibility for subordinate effectiveness, work allocation, service delivery and team financial resources.
· The post holder will have a full professional qualification (NVQ 4/5 or equivalent) and the DSBM and be working towards - CCAB (Qualified Accountant) together with significant experience in the role.
Bursar/Business Development Manager – Grade KS 11 – Manages budget of at least £3m, full member of SMT and has management responsibilities for at least 20 staff.
· This role requires an understanding of all relevant internal policies and awareness of external influences including legislation.

· The post holder will be required to apply this knowledge from a “first principles” perspective to resolves complex and sensitive issues.
· There is a requirement to ensure service and performance levels and budget requirements are met.

· The post holder will be seen by others as “the expert” and should lead practice in finance matters.

· The post holder will have significant and wide-ranging impact on the management of the school.

· The post holder will manage a large, diverse team and may have partnership responsibilities.

· The post holder will have a full professional qualification – CCAB – Qualified Accountant (NVQ 5 or equivalent) and the DSBM together with significant experience in the role

Bursar/Business Development Manager – Grade KS 12 – Manages budget in excess of £3m, full member of SMT and has management responsibilities for a significant number of staff deployed across multi-discipline teams and complex partnership arrangements.
· This role requires a deep and significant understanding of all relevant school policies and partnership agency working.

· The post holder is required to make strategic application of knowledge gained from broader experiences or other roles.

· The post holder is recognised as the expert and will lead practice in the school’s business development.

· The post holder will have a significant and wide-ranging impact on the school and the wider community.

· This role requires substantial experience including from other environments or fields relevant it.

· The post holder will manage a large team through a sub-structure and will be involved in working within complex partnership arrangements.
· The post holder will be required to achieve targets across the school team.
· The post holder will have a full professional qualification – CCAB – Qualified Accountant (NVQ 5 or equivalent) and the DSBM together with significant experience in the role

NB:
Where the postholder is professionally qualified (e.g. CCAB – Qualified Accountant) there is an expectation of Continuous Professional Development and robust standards of professional competence.
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