Benchmarked Jobs for Schools

Finance/Bursarial

Bursar

JD009 April 2003

Job Description

Job title: Bursar

Reports to: Head Teacher 

Job holders name: 

Location:

Grade: KS5

1. Purpose of job

Purpose of Job:

Control all aspects of the schools finances, from formulating the budget, monitoring and closing down accounts at the end of the year.

2. Dimensions

Dimensions:

The postholder controls a budget of £400,000 overall in 1999/2000. The postholder has sole authority over anything of £1000 or less. The Headteacher and Governors must authorise anything over that amount but the postholder calculates the figures and makes recommendations.

The Lettings Officer reports to the postholder for instructions about when he is required to work and his duties.

12 orders per month 

4 Letting Officer claims per month

6-8 Supply claims per month

6-7 Letting Invoices per term

1-2 Expenses claims per month

Principal Accountabilities:

(a) Formulate and control the budget to ensure that there are sufficient funds in each category to meet the needs of the school.

(b) Complete Personnel and Payroll documentation to ensure that all staff are paid correctly and on time.

(c) Reconcile income and expenditure in line with county procedure to ensure that all monies are accounted for and the returns are completed correctly and returned to Finance by the deadline.

(d) Negotiate and maintain service contracts to ensure that information is accurate and easily accessible.

(e) Maintain manual and computerised records to ensure that information is accurate and easily accessible.

(f) Ensure that all orders and invoices are processed correctly and on time so that any discrepancies can be dealt with before they cause problems thus saving the school unnecessary expense.

(g) Agree and arrange lettings to ensure that events to be held are suitable and that financial procedures are adhered to.

(h) Prepare books for audit and reports for the Headteacher and Governing Body in line with statutory requirements and to aid the Headteacher and Governing Body with decision making and planning.

4. Necessary experience

Necessary Experience:

· Approximately 5 years in a Financial/Business background with in-depth knowledge of financial information ie cash flows, budget etc.

· Computer literate with knowledge of financial packages.

· Experience of public sector businesses.

· A financial qualification to back up the experience is desirable.

· Strong interpersonal skills.

· Honesty and confidentiality are essential.
Scope for Impact:

(a) The postholder helps to ensure best value at all times by advising staff as to which products are value for money and by checking the finances constantly to ensure that the figures are correct and no money is

being paid out unnecessarily.

(b) The postholder is required to be constantly vigilant as failure to comply with a deadline or to notice a payment that has been calculated wrongly can result in a substantial loss of money for the school.6. Job context

Job Context:

The postholder has contacts with school staff to advise them on financial matters, and with suppliers and contractors to solve financial problems.

The postholder also deals with those wishing to hire school facilities.

The postholder mainly works to procedures and deadlines set by outside bodies and has little scope to customise procedures.7
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The Lettings Officer reports to the postholder, the postholder is responsible for advising him when there is a letting, what hours he will be working and for processing his claims.

8. Change statement

Change Statement:

The postholder was originally employed as an assistant Bursar but has taken on the full duties of a Bursar with the retirement of the previous postholder. Fair Funding has meant that the Bursar’s post has now changed, with the post being responsible for dealing with it’s own invoices, managing the Cheque

Book system and having the freedom to negotiate contracts with suppliers of the school’s choice.

The postholder has also taken responsibility for the Voluntary Fund which was not previously part of the post.
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