Benchmarked Jobs for Schools

Finance/Bursarial

Bursar

JD012 April 2003

Job Description

Job title: Bursar

Reports to: Headteacher
Job holders name: 

Location:

Grade: KS7 (D)

1. Purpose of job

Purpose of Job:

To provide an effective financial and administrative service to support and enhance the running of a large primary school.

2. Dimensions

Dimensions:

· Makes recommendations and together with the Finance Sub Committee takes decisions about the deployment of the school budget of £504,206.

· With advice from the Headteacher, has sole control of the Standards Fund of £10,721 and the Voluntary Fund of approximately £3000.

· Responsible for one Grade KS5 Administrative Officer.

· In a school with 240 pupils is responsible for the salaries and expenditure of 36 staff.
Principal Accountabilities:

(a) Formatting salary proposals in line with the school development plan for the Finance Sub Committee in order to co-ordinate an annual budget of income and expenditure at the school.

(b) Maintaining and monitoring all budgets and presenting regular management reports to ensure efficient and effective control of income and expenditure.

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

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

(e) Negotiating contracts and tenders to ensure the most efficient use of resources and best value at all times.

(f) 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.

(g) Supervise the Administrative Officer and identify and recommend developmental training to ensure that an efficient and effective service is provided to staff, pupils, parents, and governors. 

(h) 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.

(i) Prepare, manage and maintain the payroll function independent of KCC payroll department to provide an efficient and effective payroll service which is locally managed in order to meet the individual needs of the school.

4. Necessary experience

Necessary Experience:

· A good standard of general education, especially Maths and English, to A’level equivalent.

· Computer literate, knowledge of word processing and spreadsheets essential.

· Excellent interpersonal and communication skills, both written and verbal.

· Minimum of five years experience in an office environment, experience of working in an educational establishment preferable, as is knowledge of local management.

· A professional book-keeping or accountancy qualification.

· A thorough knowledge of payroll procedures is essential.
Scope of Impact:

The school has recently assumed total responsibility for the provision of Payroll for staff paid by the school. This has involved:-

(a) Installing and learning to operate new computer software.

(b) Attending courses relating to National Insurance and taxation processes.

(c) Liaising with al bodies involved in the Payroll processes.

(d) Collating, interpreting and processing all Payroll information for each employee within the school.

(e) Ensuring that the process runs smoothly and all employees and involved bodies receive the correct money.

(f) Transferring information from the Payroll system to the school’s accountancy package and;

(g) Ensuring that all figures, balances and fiscal management checks are met.

(h) The postholder formulates business plans which impact upon the school development plan, so that efficiently in savings identified in the business plan can be translated into action for school improvement, therefore meeting OFSTED requirements.

6. Job context

Job Context:,

The school has strong links with local businesses which provides a number of benefits including mentoring, advice and consultation in business matters and sponsorship.

The school is also part of the Isle of Sheppey Industry Association, the Island Federation of Schools and the Swale Community Partnership and provides a lot of input into the community.

The Post Holder is responsible for all matters relating to the budget, only referring to the Headteacher for authorisation and information.

West Minster has been singled out as a model school for its use of innovative procedures.

Contact is face to face, by telephone, in writing and at meetings.

Organisation:
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The main responsibilities of the Administrative Officer are:-

Reception, typing, school meals, OMR registers, STAR, school trips and general office duties.

8. Change statement

Change Statement:

The money that was previously allocated to KCC Payroll has been delegated to the school due to the implementation of fair funding. The school has chosen to provide it’s own Payroll service to it’s employees and the postholder has been charged with the task of implementing and running the service.

This has resulted in the addition of a further accountability, an increase in the experience and qualifications needed to fulfil the responsibility of the post and greater scope for managerial freedom and accountability.

The Headteacher and the Governors have requested that the post be re-evaluated in light of these changes. 
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