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TYLERS GREEN FIRST SCHOOL

JOB DESCRIPTION

Revised June 2018
POST:



Bursar 
GRADE:


Range 3.16-20
RESPONSIBLE TO:

Headteacher

HOURS:
21 hours per week – 39 weeks per year (Pattern of working and additional hours as agreed with Headteacher.)

PRIMARY RESPONSIBILITIES

To be responsible for the effective and efficient management of the school’s finances under the direction of the Headteacher, and for the school’s administrative tasks undertaken in the School Office,  in accordance  with School policies agreed by Governors. 

MAIN DUTIES AND RESPONSIBILITIES

FINANCIAL

The Bursar will organise, maintain and monitor the school’s financial systems in accordance with Buckinghamshire County LMS requirements and DCSF FSVS requirements.

To manage the FMS package within SIMS.net ensuring information is entered, updated and maintained, this to include: -
The preparation and, together with the Headteacher, the administration of the School’s Financial Plan using the 3 year budget modeller; adopting expenditure profiles to avoid over/under spend and, to manage agreed journals between budgets;
To ensure orders / invoices for all necessary material and equipment are generated / processed; to manage the School’s debtor and creditor system and ensure that all procedures remain in line with agreed policies and financial regulations;

Monitoring and update of expenditure against the thresholds set; 

Monthly reconciliation of the school’s financial position with the transaction summary reports, prepared by County, and correcting discrepancies by liaising with colleagues at County Hall as necessary. 
Monitoring and financial control of Hot School Meals accounts and payments

Maintenance of salary/wage information, and dealing with enquiries from staff.
To take direct responsibility for managing the School’s admin/office budget.

To administer on behalf of the School the School Imprest Account. 

Reporting on expenditure and income on a regular basis to the Headteacher, and to be responsible for the completion of the quarterly CFR forecasting return as required by, and for, the LA.

To ensure that all necessary financial analyses requested are undertaken for the Headteacher and to provide the information/advice offered to Governors and Committees regarding the general financial policy/financial position of the School.
To maintain:

            An economic and effective purchasing practice in order to achieve value for money – particularly with regard to the supply of office supplies/equipment.  To make ad-hoc purchases, agreed by the Headteacher, when necessary.
To negotiate various services contracts with suppliers for recommendation to the Headteacher

Supporting any staff responsible for delegated budgets with procedures which enable them to monitor these budgets.


To administer those financial processes associated with the letting of the School site, its buildings and facilities, to include generating invoices, receipt of income and ensuring that all appropriate records are maintained.  


To interpret and advise on relevant local/national financial policies which impact on the School, - this is obtained both by the attending of half-termly Bursar meetings and from the provision of LA information through school’s Web etc
Co-operating, initiating and managing audit procedures as necessary.

      To administer all issues associated with the School's insurance policies - including that for       

      the cover of sickness absence.
             Attending Governing Body Finance Committee meetings as required.
             Also participating in working groups/sub groups at the request of the Headteacher.
To be responsible for the administration of all matters associated with the Private School         

Fund including: 
Using a recognised budget managing tool e.g. Excel to record commitments, income and expenditure:

Ensure all cash/cheque transactions are handled in accordance with County/Audit Commission guidelines.
Bank receipts as quickly as is practically possible mindful of the amount of cash held;

Preparation and arrangements for timely auditing of accounts.
Prepare the annual report to the Charity Commission, to include new/updated trustee details.
To ensure that Gift Aid receipts are registered and kept up to date.

   
To organise and record the annual stock take of the school’s assets using FMS register for         Equipment.
Prepare the necessary documentation and give necessary guidance in order for the school to maintain high standards in SFVS.
Undertaking all other duties in connection with the administration of the school financial delegation as may become necessary and as discussed and agreed with the Headteacher.
The administration of personnel/staffing matters, including:

       Assisting in advertising, pre and post recruitment work;
Preparing contractual and salary payment documentation, and monthly absence reports for Headteacher authorisation, submitting these to the appropriate LA departments to meet the appropriate deadlines;
Checking the subsequent HR and Payroll reports that these have been implemented correctly.

Liaise with personnel within the LA HR & Payroll departments, when necessary.


To work in conjunction with the office administrator to arrange educational visits and trips.


This includes then provision of appropriate transport and the organisation of transport to           

            
meet County Council and statutory requirements.

       
Where appropriate to liaise in general, on behalf of the Headteacher, with the Site Manager,

      
Departments within the County Council and specific contractors, regarding issues

associated with the school site and buildings. 
 
To provide support to children and parents during periods of contact and to help to promote

     
a positive atmosphere within the school.


To participate in the School’s appraisal processes.

The duties of this post will be reviewed annually and may vary from time to time, as required by the Headteacher, without changing their general character or the level of responsibility entailed.
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