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GENERIC JOB DESCRIPTION - SCHOOLS 
Job information as shown on organisation chart

	Job Title: 
Large Primary School Bursar

	Post No: 
GEN58

	Grade: 
HC7


	Organisational information:

Responsible to: 
Headteacher
Professionally responsible to: 
(where appropriate)
Dimensions:

(quantifiable measures relating to the post, such as number of staff managed, number of patients, size of local population, budgets and so on)

Responsible for: 
Finance, Personnel Management, Estate Management, Whole School Administration, Marketing

School budget – in excess of £1M 

Key relationships/Functional links with:
(main relationships with people inside and outside the organisation that the post holder will come into contact with during the course of their work)

Internal: Headteacher, Deputy Head, Senior Management Team, Support Staff, Governors
External:


	Main Purpose of Job:

· As a member of the Senior Management Team (SMT) you will share with the Head and other colleagues a team approach to help develop the strategic planning and management of the school.  Effective team building, communication and feedback are of paramount importance.

· You will be involved in the decision making process, advising the Head and Governors on policies and evaluation across all school issues and will therefore need to be able to effectively motivate, negotiate and influence others with 3rd party suppliers to agree contracts.

· Responsible for all the financial aspects of the school, using complex procedures and management tools to give a high level of financial management and explain all aspects to Governors.

· You will have a high profile with staff, students and parents, actively reinforcing the positive ethos of the school.

· Responsible for planning effectively over a three-year period on a financial, staffing and school development basis.

· To manage the production of the School Development Plan and the monitoring sheets.

· To deal with new situations which have no precedent and to use initiative to initiate actions to resolve difficulties.

· You will have negotiated specific areas of responsibility, which may change according to the needs of the school, the SMT Group and the individual.

· To carry out the role of Health & Safety Officer, including writing, reviewing and implementation of the school policy on all health and safety issues.

· Management and development of all support staff.

· May be required to undertake safeguarding training at appropriate level to the role.


	Main Responsibilities / Accountabilities 
The jobholder will be expected to complete the responsibilities / accountabilities effectively in order to deliver the key objectives of the organisation
The jobholder will be expected to complete the responsibilities/accountabilities effectively.

Personnel

· With guidance from the local authority, to advise Governors on personnel issues including salaries, policies & procedures, redundancy and dismissal.

· To advise Governors and management on policies needed to comply with legislation concerning employment protection, equal pay, sex discrimination etc and the implementation of these policies in the school.

· Organise and monitor supply cover for teaching and support staff.

· To formulate, monitor and implement the school’s safety policy to comply with the requirements of the Health and Safety at Work Act and other legislation.

Support Staff

· To manage all personnel functions in relation to support staff.

· Work delegation and timesheets, holidays, absences and appraisal

· To supervise training and staff development issues for support staff

· To be responsible for appointments procedure and interviews of support staff

All Staff

· To coordinate appointment procedures

· To manage and update the payroll/personnel systems in conjunction with the local authority.

Finance

· To advise the Headteacher and Governors on investment and financial policy, preparing appraisals for particular projects and for the development of a business plan (long term financial strategy) for the future development of the school.

· To prepare annual estimates of school expenditure, prepare the annual budget and monitor expenditure to ensure effective budgetary control.

· To prepare projections and longer term financial plans.

· To use financial management information, especially benchmarking tools, to identify areas of relative spend, assess trends and directly advise the SMT accordingly.

· To monitor all accounting procedures and resolve any problems including the collection of fees and other dues, taking legal action where necessary to recover bad debts.

· To liaise with Herefordshire LEA on all financial matters.

· To effectively manage the school bank account and monitor cash flow.

· To prepare the final accounts and provide detailed management accounts for the Governors and Head according to an agreed schedule, reporting immediately any exceptional problems.

· To be responsible for securing sponsorship funding and developing contacts.

Estate Management

To oversee and manage all tasks associated with the school site and its buildings including:

· Responsible for the maintenance of the school site and the buildings, the preparation of maintenance schedules and the efficient operation of all facilities on the property.  Also, for the installations and plans for lighting, heating, domestic hot water, energy conservation etc.

· Responsible for the security of the school site.

· Oversee contracts from both internal and external improvements/repairs undertaken by outside agencies.

· Liaise with contractors and other agencies where maintenance or development work is being carried out.

· Monitor cleaning, grounds maintenance, catering and other service contracts.

· Ensure appropriate insurance cover is maintained.

· Ensure Health and Safety requirements are met.

· In cooperation with the Fire Service, to be responsible for the installation and maintenance of equipment for fire protection.  To keep records of and to initiate regular fire practices and alarm tests.

· Ensure appropriate licences are obtained where necessary.

Administration

To manage all the administrative/support staff, (including the recruitment, appraisal, training and investigation of complaints) and to ensure that they:

· Complete all statistical returns accurately and promptly.

· Maintain all necessary computerised records, appropriately adapted if necessary.

· Maintain and collate all pupil records and reports.

· Maintain records relating to attendance and produce data on these.

· Undertake all other administrative tasks of the school from photocopying to minute taking, examination entries to first aid.  Ensuring that teachers are able to focus on teaching and learning.

Marketing

· To promote the school to different audiences and raise the profile within the local community.

· Liaise with local businesses for fundraising
May be required to undertake safeguarding training at appropriate level to the role.
DATA QUALITY

To follow the relevant procedures for ensuring that information and data is collected and recorded accurately thus enabling the production of reliable analyses and reports.


	Job Activities:




	Other information: 
· Disclosure type:  enhanced.



	General information: 

The post holder will be required to comply with organisation’s policies and procedures. 
The organisation has a no smoking policy. Employees not permitted to smoke or vape on any of the organisation’s premises nor in any vehicle used on organisation business.

The postholder will promote the Council’s Health and Safety work policies and ensure that these are implemented effectively within their areas of responsibility.

Employees have a duty to safeguard and promote the welfare of children, young people and vulnerable adults. It is an essential requirement that employees are aware of the Herefordshire Safeguarding procedures for sharing information about the welfare of any person for whom they have safeguarding concerns. Employees have a duty to ensure they attend training to enable them to recognise the indicators for concerning behaviour and receive safeguarding supervision as appropriate.

This Job Description covers the main duties and responsibilities of the job and will be subject 

to review and amendment, in consultation with the post holder, to meet the changing needs of 

the organisation.

Other activities commensurate with this Job Description may from time to time be undertaken 
by the post holder.


	Line Manager Name:
	Line Manager Signature:

Date:



Date Job Description last reviewed:    
GENERIC PERSON SPECIFICATION - SCHOOLS 

Job information as shown on organisation chart
	Job Title: 
Large Primary School Bursar

	Post No: 
GEN58


	Grade: 
HC7



	All candidates will be considered on their ability to meet the requirements of the person specification
	Essential criteria
	Method of Assessment*

	Experience


	Senior educational administration experience 

Staff management experience

Financial management experience including budgetary control and final accounts
	AF, I

	Skills and Abilities

Including personal attributes
	Staff management and team building

Written and oral communication

Ability to work with a wide range people including pupils, parents teachers, governors and councillors

Computer literate in relevant software

Ability to work to deadlines and under pressure

Excellent organisational skills
	AF, I

	Qualifications and Training
including professional qualifications
	Certificate of School Business Management or equivalent, or relevant experience

Appropriate training in finance and budgets
ICT qualifications or relevant experience
Educated to ‘A’ Level plus appropriate vocational qualifications or
British regulated qualification framework level 6 and above or

International English language testing system (IELTS) score of 7.0
	AF, I
Fluency Duty -The ability to converse fluently and spontaneously almost effortless. Only complex subject matter may hinder a natural smooth flow of language

	Other Factors

e.g. ability to work shifts, physical requirements (with adaptations where appropriate), ability to drive, agility to travel around county etc.
	Flexibility to work outside of normal office hours when required

Total support for the ethos of the school
Police clearance
	I
DBS check

	Line Manager Signature:

Date:



*Method of Assessment: AF = Application Form; I = Interview; S = Selection Method; P= Presentation


Date Person Specification last reviewed   
September 2025





October 2017








RS2 – Job Description (created by HR Services – October 2017)


