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Overview of School Bursar type roles
The job descriptions in this section are for bursar or finance specialist type roles covering bands 7 to 12.  The lower level finance administration duties are covered in the Administrative roles within a separate document.  These specialist finance roles are different to school business manager roles as the breadth and focus of responsibilities is purely on financial management. The job titles can be changed as the school wishes with no effect on the banding, as long as the rest of the content of the Job Description remains the same. . The job descriptions provided should be used as templates which you can amend to describe the specific role operating within your school.  You may wish to add or remove duties as appropriate. However please note that if the duties added or removed are significant then the band given may not be appropriate and should be checked with NYHR (NYHR@northyorks.gov.uk) 
The table below provides a brief indication of the sorts of responsibilities required for each band to aid schools compare and choose the most appropriate Job Description and band, further examples are included in the job descriptions.

	Band
	Description

	7
	The job will involve:
· Involved in setting, monitoring and using the budget.  Size of budget between £100K and £500K
· Ensuring all statutory financial deadlines are met 

· Input onto and manage the financial computer systems 

· Advices and guides more junior finance support staff as required
· To compile statistics and monthly/annual returns, checking and analysing these return and raising any queries. 

· To manage the process of paying suppliers including reconciling orders, cheque production and subsequent filing invoices. 

· To complete all Year End close down paperwork by the required deadlines. 

· Provide advice and guidance to the headteacher and Governing body on the interpretation of the finance data to enable them to make effective resource deployment decisions 

· To manage the counting and banking of school monies and issuing of relevant receipts. 

· To generate a monthly budget monitoring report and analyse this feeding back to relevant parties on the current financial status and bring any problems to their attention. 

· Requirement for good numeracy skills and level 3 qualification in a relevant field as well as experience in working in a finance role

Click here to go to the Band 7 Job Description 

	8
	The job will involve all duties listed for a band 7 post as well as the following:

· Responsible for managing and providing advice on the school budget between £0.5 million to £2 million  
· In additional to a level 3 qualification there is a requirement for the post holder to hold a business or financial qualification.  Also requirement for the post holder to have experience of working in a finance role including experience of producing and managing budgets 

· To advise and guide the work of support staff e.g. finance assistants.
· Expectation that post holder would solve most problems independently but refer to Headteacher for guidance on solving serious financial problems such as funding issues. 

· To plan with the Finance Manager/Headteacher the budget based on the previous year, current financial environment and future spending plans.
· To negotiate best price when dealing with contractors and suppliers.
Click here to go to the Band  8 Job Description

	9
	The job will involve all those duties listed for band 8 as well as the following:

· Responsible for managing and providing advice on the school budget between £0.5 million to £2 million
· To ensure capital is available for relevant site work
· To line manage 1 or 2 support staff

· Expectation that post holder would have significant experience of working in a finance role including experience of producing and managing budgets  

· Expectation that post holder would hold a level 3 qualification in a relevant subject
Click here to go to the Band 9 Job Description

	10
	The job will involve all those duties listed for a band 9 post as well as the following:

· Responsible for managing and providing advice on the school budget between £1.5 million to £3 million

· Deals with VAT returns 
· To prepare tenders and draw up contracts
· Post holder would have significant experience of working in a finance role 
· To line manage a team of support staff. 

· Expectation that the post holder would hold a relevant level 4 qualification or be working towards it 

Click here to go to the Band 10 Job Description

	12
	The job will involve all those duties listed for a band 10 post as well as the following:

· To manage delegated site responsibilities.

· To manage the letting of school premises. 

· To liaise with site contractors regarding building maintenance. 

· To monitor performance and effective provision of contracts 

· To plan and supervise minor workings and proposals for internal reorganisation of accommodation. 

· Post holder expected to have substantial experience of working in a finance role as well as experience of project management

· Expectation that the post holder would hold a relevant level 4 qualification 

Click here to go to the Band 12 Job Description


Please note: Schools need to be mindful that if they access additional support from the FMS service, this may have an effect on the role described in these template job descriptions and are therefore advised to contact the NYHR for advice and guidance 


Children & Young People’s Service 
(School Name)

JOB DESCRIPTION

	POST: SCHOOL BURSAR/ Finance Officer 
	

	GRADE: Band 7

	

	RESPONSIBLE TO: Headteacher / Finance or Business Manager
	

	STAFF MANAGED: None
	

	POST REF:
	
	JOB FAMILY: 3
	

	JOB PURPOSE:
	To assist the Headteacher and Governing Body to discharge their financial and related management duties under FMS, by providing a full range of finance administrative and budget management support to the school.  



	JOB CONTEXT:
	The post is required to work with the finances of the school (s), highlighting any problems to the headteacher and providing advice following analysis of financial data to enable the Headteacher and Governing body to make effective resource deployment decisions 

This role is office based.

Enhanced DBS clearance required



	ACCOUNTABILITIES / MAIN RESPONSIBILITIES

	Operational Issues


	· To assist the Finance Manager / Headteacher with planning the budget based on the previous year, current financial environment and future spending plans. 

· To ensure all relevant NYCC CYPS finance paperwork is completed and return by deadlines. 

· Input budget information into appropriate systems and with this produce regular budget monitoring reports. 

· To produce financial reports for the Headteacher, detailing issues and recommendations

· To compile statistics and monthly/annual returns, checking and analysing these return and raising any queries. 

· To complete all Year End close down paperwork by the required deadlines. 

· To prepare for Audit inspections and make subsequent recommendations to the Headteacher and Leadership Team. 

· To work with Finance Manager/Headteacher on financial benchmarking, comparative statistical analysis and run an annual check. 

· Undertake administrative duties as required 



	Communications 


	· Communicate effectively with staff, LA staff, Governors and supplier/contractors. 

· Provide advice and guidance to the headteacher and Governing body on the interpretation of the finance data to enable them to make effective resource deployment decisions 

· Advise other staff on financial procedures 

	Partnership Working
	· Work with LA staff to ensure compliance with financial procedures and regulations

	Resource management 
	· To manage the counting and banking of school monies and issuing of relevant receipts. 

· To generate a monthly budget monitoring report and analyse this feeding back to relevant parties on the current financial status and bring any problems to their attention. 

· To manage the process of paying suppliers including reconciling orders, cheque production and subsequent filing invoices. 
· Advises and guides the work of more junior finance staff as required
· Attend staff meetings and training days

	Safeguarding 
	· Be responsible for promoting and safeguarding the welfare of children and young people that you come into contact with, by knowing who to report your concerns to.

	Systems and Information 

	· To manage an organised and effective filing and record system ensuring that this is auditable if required. 

· Maintain the school’s financial system’s 

· Share information appropriately – in writing, by telephone, electronically and in person. 

	Data Protection
	· To comply with the County Council’s policies and supporting documentation in relation to Information Governance this includes Data Protection, Information Security and Confidentiality.

	Health and Safety
	· Be aware of and implement your health & safety responsibilities as an employee and where appropriate any additional specialist or managerial health & safety responsibilities as defined in the Health & Safety policy and procedure.  

	Equalities
	· We aim to make sure that services are provided fairly to all sections of our community, and that all our existing and future employees have equal opportunities.
· Ensure services are delivered in accordance with the aims of the equality Policy Statement. 

· Develop own and team members understanding of equality issues. 

	Flexibility
	· North Yorkshire County Council provides front line services, which recognises the need to respond flexibly to changing demands and circumstances.  Whilst this job outline provides a summary of the post, this may need to be adapted or adjusted to meet changing circumstances. Such changes would be commensurate with the grading of the post and would be subject to consultation.  All staff are required to comply with County Council Policies and Procedures.  

	Customer Service
	· The County Council requires a commitment to equity of access and outcomes, this will include due regard to equality, diversity, dignity, respect and human rights and working with others to keep vulnerable people safe from abuse and mistreatment.

· The County Council requires that staff offer the best level of service to their customers and behave in a way that gives them confidence.  Customers will be treated as individuals, with respect for their diversity, culture and values.  

	Date of Issue:
	


PERSON SPECIFICATION

JOB TITLE: School Bursar Band 7  
	Essential upon appointment
	Desirable on appointment (if not attained, development may be provided for successful candidate)

	Knowledge

· Knowledge of finances, including producing and managing budgets
· Knowledge of accounting and financial procedures 
· Knowledge of administrative systems and IT packages, including Microsoft Office 
	

	Experience
	

	· Experience of working in a finance role including experience of monitoring budgets 

· Experience of using databases
	· Experience of financial profiling

· Experience of internal auditing

· Managing financial accounts using financial systems 
· Experience of working with spreadsheets

	Occupational Skills 
	

	· Ability to manage an organised and effective record system

· Analytical & problem solving skills

· Budget Management skills

· ICT skills

· Ability to use the keyboard with speed and accuracy

· Attention to detail, neatness and accuracy

· Organisational and time management skills

· Ability to work as part of a team

· Confidentiality

· Good interpersonal skills 

· Ability to work without close supervision 

· Ability to present information in a logical, clear and concise format and communicate this effectively both verbally and in writing 
	

	Qualifications
	

	· Relevant Level 3 qualification to evidence good numeracy skills
	

	Other Requirements
	

	· Enhanced DBS clearance 

· To be committed to the school’s policies and ethos

· To be committed to Continual Professional Development

· Willingness to attend governing body meetings in the evening, as required 
	

	Equal Opportunities
· To assist in ensuring that NYCC’s equalities policies are considered within the school’s working practices in terms of both employment and service delivery. 
	


NB – Assessment criteria for recruitment will be notified separately.

Optional - Statement for recruitment purposes:  You should use this information to make the best of your application by identifying some specific pieces of work you may have undertaken in any of these areas.  You will be tested in some or all of the skill specific areas over the course of the selection process.

Children & Young People’s Service 
(School name)

JOB DESCRIPTION

	POST: SCHOOL BURSAR
	

	GRADE: Band 8

	

	RESPONSIBLE TO: Headteacher/ Finance or Business Manager
	

	STAFF MANAGED: Finance Assistant(s)
	

	POST REF:
	
	JOB FAMILY: 3
	

	JOB PURPOSE:
	To assist the Headteacher, Leadership Team and Governing Body to discharge their financial and related management duties under FMS, by providing a full range of finance administrative and budget management support to the school.  

Provide advice and guidance to the headteacher and Governing body on the interpretation of the finance data to enable them to make effective resource deployment decisions 



	JOB CONTEXT:
	Required to work within and comply with financial regulations and within the limitations of school budgets allocated to the school.

This role is office based

Enhanced DBS clearance required



	ACCOUNTABILITIES / MAIN RESPONSIBILITIES

	Operational Issues


	· To ensure all relevant NYCC CYPS finance paperwork is completed and returned by deadlines. 

· Input budget information into appropriate system and with this produce regular budget monitoring reports.

· To produce and present reports to Headteacher, detailing issues and recommendations
· To compile statistics and monthly/annual returns, checking and analysing these returns and raising any queries. 

· To complete all Year End close down paperwork by the required deadlines. 

· To prepare for Audit inspections and make subsequent recommendations to the Headteacher and Leadership Team. 

· To work with the Finance Manager/Headteacher on financial benchmarking, comparative statistical analysis and run an annual check.  

· To negotiate best price when dealing with contractors and suppliers. 

· Undertake administrative duties as required 

	Communications 


	· Communicate effectively with staff, LA staff, Governors and supplier/contractors. 

· Provide advice and guidance to the headteacher and Governing body on the interpretation of the finance data to enable them to make effective resource deployment decisions 

· Advise other staff on financial procedures 
 

	Partnership or Corporate Working
	· Work with LA staff to ensure compliance with financial procedures and regulations

	Resource management 
	· To manage the process of paying suppliers including reconciling orders, cheque production and subsequent filing invoices.  

· To manage the counting and banking of school monies and issuing of relevant receipts. 

· To generate a monthly budget monitoring report and analyse this feeding back to relevant parties the current financial statues and bring any problems to their attention. 

· To have responsibility for monitoring the school budgets 
· Expected to solve most problems independently but refer to Headteacher for guidance on solving serious financial problems such as funding issues. 

· To manage, advise and guide the work of the finance assistants. 
· Attend staff meetings and training

	Safeguarding 
	· Be responsible for promoting and safeguarding the welfare of children and young people that you come into contact with, by knowing who to report your concerns to.

	Systems and Information 

	· To manage an organised and effective filing and record system ensuring that this is auditable if required. 

· Maintain the school’s accounting system’s 
· Share information appropriately – in writing, by telephone, electronically and in person. 

	Strategy Development
	· To plan with the Finance Manager/Headteacher the budget based on the previous year, current financial environment and future spending plans. 

	Data Protection
	· To comply with the County Council’s policies and supporting documentation in relation to Information Governance this includes Data Protection, Information Security and Confidentiality.

	Health and Safety
	· Be aware of and implement your health & safety responsibilities as an employee and where appropriate any additional specialist or managerial health & safety responsibilities as defined in the Health & Safety policy and procedure.  

	Equalities
	· We aim to make sure that services are provided fairly to all sections of our community, and that all our existing and future employees have equal opportunities.
· Ensure services are delivered in accordance with the aims of the equality Policy Statement. 

· Develop own and team members understanding of equality issues. 

	Flexibility
	· North Yorkshire County Council provides front line services, which recognises the need to respond flexibly to changing demands and circumstances.  Whilst this job outline provides a summary of the post, this may need to be adapted or adjusted to meet changing circumstances. Such changes would be commensurate with the grading of the post and would be subject to consultation.  All staff are required to comply with County Council Policies and Procedures.  

	Customer Service
	· The County Council requires a commitment to equity of access and outcomes, this will include due regard to equality, diversity, dignity, respect and human rights and working with others to keep vulnerable people safe from abuse and mistreatment.

· The County Council requires that staff offer the best level of service to their customers and behave in a way that gives them confidence.  Customers will be treated as individuals, with respect for their diversity, culture and values.  


	Date of Issue:
	


PERSON SPECIFICATION

JOB TITLE: School Bursar Band 8  
	Essential upon appointment
	Desirable on appointment (if not attained, development may be provided for successful candidate)

	Knowledge

· Knowledge of finances, including producing and managing budgets
· Knowledge of administrative systems and IT packages, including Microsoft Office
· Advanced knowledge of accounting and financial procedures 
· Knowledge of other education finance funding
	

	Experience
	

	· Experience of working in a finance role including experience of producing and managing budgets 

· Managing financial accounts using financial systems
· Experience of using databases 
· Experience of working with spreadsheets
	· Experience of financial profiling

· Experience of internal auditing
· Experience of supervising staff

	Occupational Skills 
	

	· Ability to manage an organised and effective record system

· Analytical & problem solving skills

· Budget Management skills

· ICT skills

· Ability to use the keyboard with speed and accuracy

· Attention to detail, neatness and accuracy

· Organisational and time management skills

· Ability to work as part of a team

· Confidentiality

· Good interpersonal skills 

· Ability to work without close supervision 

· Ability to present information in a logical, clear and concise format and communicate this effectively both verbally and in writing 

· Negotiation skills
	

	Qualifications
	

	· Level 3 qualification or equivalent to demonstrate excellent numeracy skills

· Business and/or financial qualification
	

	Other Requirements
	

	· Enhanced DBS clearance

· To be committed to the school’s policies and ethos

· To be committed to Continual Professional Development

· Willingness to attend governing body meetings in the evening, as required

.  
	

	Equal Opportunities
· To assist in ensuring that NYCC’s equalities policies are considered within the school’s working practices in terms of both employment and service delivery. 
	


NB – Assessment criteria for recruitment will be notified separately.

Optional - Statement for recruitment purposes:  You should use this information to make the best of your application by identifying some specific pieces of work you may have undertaken in any of these areas.  You will be tested in some or all of the skill specific areas over the course of the selection process.

Children & Young People’s service 
(School Name)

JOB DESCRIPTION

	POST: SCHOOL BURSAR
	

	GRADE: Band 9

	

	RESPONSIBLE TO: Headteacher / Finance Manager
	

	STAFF MANAGED: Support Staff e.g. Finance assistants 
	

	POST REF:
	
	JOB FAMILY: 3
	

	JOB PURPOSE:
	To assist the Headteacher, Leadership Team and Governing Body to discharge their financial and related management duties under FMS by providing a full range of finance administrative and budget management support to the school.  

Provide advice and guidance to the headteacher and Governing body on the interpretation of the finance data to enable them to make effective resource deployment decisions 
Line manages a team of support staff.

 

	JOB CONTEXT:
	Required to work within and comply with financial regulations and within the limitations of school budgets allocated to the school.

This role is office based

Enhanced DBS clearance required



	ACCOUNTABILITIES / MAIN RESPONSIBILITIES

	Operational Issues


	· To ensure all relevant NYCC CYPS finance paperwork is completed and returned by deadlines. 

· Input budget information into appropriate systems and with this produce budget reports.

· To produce and present reports to Headteacher, Leadership Team and Governors for approval.   

· To compile statistics and monthly returns, checking and analysing these returns and raising any queries. 

· To complete all Year End close down paperwork by the required deadlines. 

· To prepare for Audit inspections and make subsequent recommendations to the Headteacher and Leadership Team. 

· To work with the Finance Manager/Headteacher on financial benchmarking, comparative statistical analysis and run an annual check.  

· To negotiate best price when dealing with contractors and suppliers. 

· To effectively manage finances for the Headteacher. 

	Communications 


	· Communicate effectively with staff, LA staff, Governors and supplier/contractors. 

· Provide advice and guidance to the headteacher and Governing body on the interpretation of the finance data to enable them to make effective resource deployment decisions 

· Advise other staff on financial procedures 


	Partnership or Corporate Working


	· Work with LA staff to ensure compliance with financial procedures and regulations

	Resource management 
	· To manage the process of paying suppliers including reconciling orders, cheque production and subsequent filing invoices.  

· To manage the counting and banking of school monies and issuing of relevant receipts. 
· To generate a monthly budget monitoring report and analyse this feeding back to relevant parties the current financial statues and bring any problems to their attention. 

· To be responsible for managing and advising on the school budget 

· Expected to solve most problems independently but refer to Line Manager for guidance on solving serious financial problems such as funding issues. 

· To line manage a team of support staff

· To advise and guide the work of the finance assistants.
· Attend staff meetings and training days 

	Safeguarding 
	· Be responsible for promoting and safeguarding the welfare of children and young people that you come into contact with, by knowing who to report your concerns to.

	Systems and Information 

	· Maintain the school’s accounting system’s 

· To manage an organised and effective filing and record system ensuring that this is auditable if required. 
· Share information appropriately – in writing, by telephone, electronically and in person. 

	Strategy Development
	· To plan with the Finance Manager/Headteacher the budget based on the previous year, current financial environment and future spending plans. 

	Data Protection
	· To comply with the County Council’s policies and supporting documentation in relation to Information Governance this includes Data Protection, Information Security and Confidentiality.

	Health and Safety
	· Be aware of and implement your health & safety responsibilities as an employee and where appropriate any additional specialist or managerial health & safety responsibilities as defined in the Health & Safety policy and procedure.  

	Equalities
	· We aim to make sure that services are provided fairly to all sections of our community, and that all our existing and future employees have equal opportunities.
· Ensure services are delivered in accordance with the aims of the equality Policy Statement. 

· Develop own and team members understanding of equality issues. 

	Flexibility
	· North Yorkshire County Council provides front line services, which recognises the need to respond flexibly to changing demands and circumstances.  Whilst this job outline provides a summary of the post, this may need to be adapted or adjusted to meet changing circumstances. Such changes would be commensurate with the grading of the post and would be subject to consultation.  All staff are required to comply with County Council Policies and Procedures.  

	Customer Service
	· The County Council requires a commitment to equity of access and outcomes, this will include due regard to equality, diversity, dignity, respect and human rights and working with others to keep vulnerable people safe from abuse and mistreatment.

· The County Council requires that staff offer the best level of service to their customers and behave in a way that gives them confidence.  Customers will be treated as individuals, with respect for their diversity, culture and values.  
· Understand your own role and its limits, and the importance of providing care or support. 

	Date of Issue:
	


 PERSON SPECIFICATION

JOB TITLE: School Bursar Band 9  
	Essential upon appointment
	Desirable on appointment (if not attained, development may be provided for successful candidate)

	Knowledge

· Knowledge of finances, including production and management of budgets
· Knowledge of administrative systems and IT packages, including Microsoft Office 
· Knowledge of other education finance funding
· Advanced knowledge of accounting and financial procedures 
	

	Experience
	

	· Experience of working in a finance role including experience of producing and managing budgets

· Experience of managing financial accounts using financial systems
· Budget management experience

· Experience of managing people 
· Significant experience of working with spreadsheets 

· Experience of using databases 
	· Experience of financial profiling

· Experience of internal auditing

	Occupational Skills 
	

	· Ability to manage an organised and effective record system

· Analytical and problem solving skills 

· Budget Management skills

· ICT skills

· Negotiation skills 
· Attention to detail, neatness and accuracy

· Organisational and time management skills

· Ability to work as part of a team

· Good interpersonal skills

· Confidentiality

· Ability to use the keyboard with speed and accuracy

· Report writing skills

· Ability to work without close supervision

· Ability to present information in a logical, clear and concise format and communicate this effectively both verbally and in writing 
	

	 Qualifications 
	

	· Level 3 qualification or equivalent to evidence excellent numeracy skills 

· Business and/or financial qualification
	· AAT level qualification

	Other Requirements
	

	· Enhanced DBS clearance

· To be committed to the school’s policies and ethos

· To be committed to Continual Professional Development

· Willingness to attend governing body meetings in the evening, as required
	

	Equal Opportunities
· To assist in ensuring that NYCC’s equalities policies are considered within the school’s working practices in terms of both employment and service delivery. 
	


NB – Assessment criteria for recruitment will be notified separately.

Optional - Statement for recruitment purposes:  You should use this information to make the best of your application by identifying some specific pieces of work you may have undertaken in any of these areas.  You will be tested in some or all of the skill specific areas over the course of the selection process.
      
Children & Young People’s Service 

(School Name)

JOB DESCRIPTION

	POST: SCHOOL BURSAR
	

	GRADE: Band 10

	

	RESPONSIBLE TO: Headteacher / Business Manager
	

	STAFF MANAGED: Support Staff e.g Finance Assistants
	

	POST REF:
	
	JOB FAMILY: 3
	

	JOB PURPOSE:
	To assist the Headteacher, Leadership Team and Governing Body to discharge their financial and related management duties under FMS. 

Manage the schools finance systems and finance support staff

To provide professional advice and support to the Headteacher and leadership team, undertake analysis and offering recommendations in relation to budget forecasting and under or over spends 

 

	JOB CONTEXT:
	Required to work within and comply with financial regulations and within the limitations of school budgets allocated to the school.

The role is office based
Enhanced DBS required 



	ACCOUNTABILITIES / MAIN RESPONSIBILITIES

	Operational Issues


	· To ensure all relevant NYCC CYPS finance paperwork is completed and returned by deadlines. 

· Produce budget reports from information on financial systems
· To produce and present reports to Headteacher, Leadership Team and Governors for approval.   

· To compile statistics and monthly returns, checking and analysing these returns and raising any queries. 

· To complete all Year End close down paperwork by the required deadlines. 

· To prepare for Audit inspections and make subsequent recommendations to the Headteacher and Leadership Team. 

· Deals with VAT returns

· To work with the Finance Manager/Headteacher on financial benchmarking, comparative statistical analysis and run an annual check.  

· To negotiate best price when dealing with contractors and suppliers. 

· To effectively manage finances for the Headteacher. 

· To prepare tenders and draw up contracts.



	Communications 


	· Communicate effectively with staff, LA staff, Governors and supplier/contractors, providing advice on financial procedures and regulations as appropriate. 

· Provide advice and guidance to the headteacher and Governing body on the interpretation of the finance data to enable them to make effective resource deployment decisions 

· Advise other staff on financial procedures 


	Partnership or Corporate Working


	· Work with LA staff to ensure compliance with financial procedures and regulations

	Resource management 
	· To manage the process of paying suppliers including reconciling orders, cheque production and subsequent filing invoices.  

· To manage the counting and banking of school monies and issuing of relevant receipts. 

· To be responsible for managing and advising on the school budget

· To generate a monthly budget monitoring report and analyse this feeding back to relevant parties the current financial statues and bring any problems to their attention.

· To ensure capital is available for relevant site work. 

· To ensure grant allocations are used effectively. 

· Expected to solve most problems independently but refer to Line Manager for guidance on solving serious financial problems such as funding issues. 

· To line manage a team of support staff, including providing advise and guidance to finance assistants
· Attend staff meetings and training days

	Safeguarding 
	· Be responsible for promoting and safeguarding the welfare of children and young people that you come into contact with, by knowing who to report your concerns to.


	Systems and Information 

	· Maintain the school’s accounting system’s 

· To manage an organised and effective filing and record system ensuring that this is auditable if required. 
· Share information appropriately – in writing, by telephone, electronically and in person. 

	Strategy Development
	· To plan with the Finance Manager/Headteacher the budget based on the previous year, current financial environment and future spending plans. 

	Data Protection
	· To comply with the County Council’s policies and supporting documentation in relation to Information Governance this includes Data Protection, Information Security and Confidentiality.

	Health and Safety
	· Be aware of and implement your health & safety responsibilities as an employee and where appropriate any additional specialist or managerial health & safety responsibilities as defined in the Health & Safety policy and procedure.  

	Equalities
	· We aim to make sure that services are provided fairly to all sections of our community, and that all our existing and future employees have equal opportunities.
· Ensure services are delivered in accordance with the aims of the equality Policy Statement. 

· Develop own and team members understanding of equality issues. 

	Flexibility
	· North Yorkshire County Council provides front line services, which recognises the need to respond flexibly to changing demands and circumstances.  Whilst this job outline provides a summary of the post, this may need to be adapted or adjusted to meet changing circumstances. Such changes would be commensurate with the grading of the post and would be subject to consultation.  All staff are required to comply with County Council Policies and Procedures.  

	Customer Service
	· The County Council requires a commitment to equity of access and outcomes, this will include due regard to equality, diversity, dignity, respect and human rights and working with others to keep vulnerable people safe from abuse and mistreatment.

· The County Council requires that staff offer the best level of service to their customers and behave in a way that gives them confidence.  Customers will be treated as individuals, with respect for their diversity, culture and values.  


	Date of Issue:
	


PERSON SPECIFICATION

JOB TITLE: School Bursar Band 10  
	Essential upon appointment
	Desirable on appointment (if not attained, development may be provided for successful candidate)

	Knowledge

· Knowledge of finances, including production and management of budgets
· Knowledge of financial administrative systems and IT packages, including Microsoft Office 
· Advanced knowledge of financial regulations
· Knowledge of  education finance funding
· Knowledge of tender processes
· Knowledge of bid and grant applications
	

	Experience
	

	· Significant experience of working in a finance role including experience of producing and managing budgets

· Experience of managing financial accounts using financial systems
· Experience of managing people

· Budget management experience

· Significant experience of working with spreadsheets 

· Experience of using databases 


	· Experience of financial profiling

· Experience of internal auditing

· Experience of premises/site management

· Project management experience 

	Occupational Skills 
	

	· Ability to manage an organised and effective record system

· Analytical and problem solving skills 

· Report writing skills
· Negotiation skills 

· ICT skills

· Budget Management Skills 

· Attention to detail, neatness and accuracy

· Organisational and time management skills

· Ability to work as part of a team

· Confidentiality

· Ability to use the keyboard with speed and accuracy

· Ability to work without close supervision

· Ability to present information in a logical, clear and concise format and communicate this effectively both verbally and in writing
	

	Qualifications
	

	· Level 4 qualification in a finance field or equivalent to demonstrate excellent numeracy skills

· Business and/or financial qualification
	· AAT level qualification

	Other Requirements
	

	· Enhanced DBS clearance

· To be committed to the school’s policies and ethos

· To be committed to Continual Professional Development

· Willingness to attend governing body meetings in the evening, as required
	

	Equal Opportunities
· To assist in ensuring that NYCC’s equalities policies are considered within the school’s working practices in terms of both employment and service delivery. 
	


NB – Assessment criteria for recruitment will be notified separately.

Optional - Statement for recruitment purposes:  You should use this information to make the best of your application by identifying some specific pieces of work you may have undertaken in any of these areas.  You will be tested in some or all of the skill specific areas over the course of the selection process.

Children & Young People’s Service
(School Name)

JOB DESCRIPTION

	POST: SCHOOL BURSAR
	

	GRADE: Band 12

	

	RESPONSIBLE TO: Headteacher / Business Manager
	

	STAFF MANAGED: Support staff e.g. Finance team
	

	POST REF:
	
	JOB FAMILY: 3
	

	JOB PURPOSE:
	To assist the Headteacher, Leadership Team and Governing Body to discharge their financial and related management duties under FMS.   

To lead in managing the schools finance systems and a team of support staff.

To provide professional advice and support to the Headteacher and leadership team, undertake analysis and offering recommendations in relation to budget forecasting and under or over spends 



	JOB CONTEXT:
	Required to work within and comply with financial regulations and within the limitations of school budgets allocated to the school.

The role is office based
Enhanced DBS required 



	ACCOUNTABILITIES / MAIN RESPONSIBILITIES

	Operational Issues


	· To ensure all relevant NYCC CYPS finance paperwork is completed and returned by deadlines.

· Ensure adherence to financial regulations and provide advice on these to other staff and leadership team  

· Produce budget reports from information in financial systems 
· To present reports to Headteacher, Leadership Team and Governors for approval.   

· To compile statistics and monthly/annual statutory returns, checking and analysing these returns and raising any queries. 

· To complete all Year End close down paperwork by the required deadlines. 

· Deals with VAT returns 
· To prepare for Audit inspections and make subsequent recommendations to the Headteacher and Leadership Team. 

· To work with the Finance Manager/Headteacher on financial benchmarking, comparative statistical analysis and run an annual check.  

· To negotiate best price when dealing with contractors and suppliers. 

· To prepare tenders and draw up contracts.

· To manage delegated site responsibilities.

· To ensure adequate insurance cover for pupils on school visits, school equipment and furniture and the school minibus. 

· Manage procurement within the school, including contract management and compliance to contractual conditions 

	Communications 


	· Communicate effectively with staff, LA staff, Governors and supplier/contractors, providing advice on finance procedures and regulations as required 

· Provide advice and guidance to the headteacher and Governing body on the interpretation of the finance data to enable them to make effective resource deployment decisions 

· Advise other staff on financial procedures 

	Partnership or Corporate Working


	· Work with LA staff to ensure compliance with financial procedures and regulations

	Resource management 
	· To line manage and advise a team of support staff including recruitment, selection and appraisal.

· To manage the process of paying suppliers including reconciling orders, cheque production and subsequent filing invoices.  

· To manage the counting and banking of school monies and issuing of relevant receipts. 
· To generate a monthly budget monitoring report and analyse this feeding back to relevant parties the current financial statues and bring any problems to their attention. 

· Manage and monitor all school budgets, preparing regular accounts, undertake variance analysis and provide advice on options to improve over or under spends 

· To ensure capital is available for relevant site work. 

· To ensure grant allocations are used effectively. 

· To plan and supervise minor workings and proposals for internal reorganisation of accommodation. 

· To manage the letting of school premises. 

· To liaise with site contractors regarding building maintenance. 

· To monitor performance and effective provision of contracts 

· Attend staff meetings and training days. 

	Safeguarding 
	· Be responsible for promoting and safeguarding the welfare of children and young people that you come into contact with, by knowing who to report your concerns to.


	Systems and Information 

	· To manage an organised and effective filing and record system ensuring that this is auditable if required. 

· Maintain the school’s financial management system’s 
· Share information appropriately – in writing, by telephone, electronically and in person. 



	Strategy Development
	· To plan with the Business Manager/Headteacher the budget based on the previous year, current financial environment and future spending plans. 

· To liaise with the Headteacher and Governors and contribute to the strategic planning of the school. 

· To lead on maximise funding for the school through identifying income streams 

· Oversee, develop and implement financial procedures

	Data Protection
	· To comply with the County Council’s policies and supporting documentation in relation to Information Governance this includes Data Protection, Information Security and Confidentiality.

	Health and Safety
	· Be aware of and implement your health & safety responsibilities as an employee and where appropriate any additional specialist or managerial health & safety responsibilities as defined in the Health & Safety policy and procedure.  

	Equalities
	· We aim to make sure that services are provided fairly to all sections of our community, and that all our existing and future employees have equal opportunities.
· Ensure services are delivered in accordance with the aims of the equality Policy Statement. 

· Develop own and team members understanding of equality issues. 

	Flexibility
	· North Yorkshire County Council provides front line services, which recognises the need to respond flexibly to changing demands and circumstances.  Whilst this job outline provides a summary of the post, this may need to be adapted or adjusted to meet changing circumstances. Such changes would be commensurate with the grading of the post and would be subject to consultation.  All staff are required to comply with County Council Policies and Procedures.  

	Customer Service
	· The County Council requires a commitment to equity of access and outcomes, this will include due regard to equality, diversity, dignity, respect and human rights and working with others to keep vulnerable people safe from abuse and mistreatment.

· The County Council requires that staff offer the best level of service to their customers and behave in a way that gives them confidence.  Customers will be treated as individuals, with respect for their diversity, culture and values.  
· Understand your own role and its limits, and the importance of providing care or support. 

	Date of Issue:
	


PERSON SPECIFICATION

JOB TITLE: School Bursar Band 12  
	Essential upon appointment
	Desirable on appointment (if not attained, development may be provided for successful candidate)

	Knowledge

· Extensive knowledge of finances, including production and management of budgets
· Knowledge of financial administrative systems and IT packages, including Microsoft Office
· Extensive knowledge of financial regulations 
· Knowledge of education finance funding
· Knowledge of tender processes
· Knowledge of bid and grant applications

	· Knowledge of H&S legislation and employment legislation

	Experience
	

	· Substantial experience of working in a finance role including experience of producing and managing budgets

· Experience of managing financial accounts using financial systems 
· Budget management experience

· Experience of project management

· Experience of managing people

· Significant experience of working with spreadsheets 

· Experience of using databases 
	· Experience of financial profiling

· Experience of internal auditing

· Experience of premises/site management

	Occupational Skills 
	

	· Ability to manage an organised and effective record system

· Advanced analytical and problem solving skills

· Report writing skills

· ICT skills

· Negotiation skills

· Budget Management Skills 

· Attention to detail, neatness and accuracy

· Organisational and time management skills

· Ability to work as part of a team

· Confidentiality

· Leadership skills 

· Ability to use the keyboard with speed and accuracy

· Ability to work without close supervision

· Ability to present information in a logical, clear and concise format and communicate this effectively both verbally and in writing
	

	Qualifications
	

	· Level 4 qualification in a finance field or equivalent to evidence excellent numeracy skills & knowledge of financial procedures 

· Business and/or financial qualification
	· Accountancy qualification 

	Other Requirements
	

	· Enhanced DBS clearance

· To be committed to the school’s policies and ethos

· To be committed to Continual Professional Development

· Willingness to attend governing body meetings in the evening, as required
	

	Equal Opportunities
· To assist in ensuring that NYCC’s equalities policies are considered within the school’s working practices in terms of both employment and service delivery. 
	


NB – Assessment criteria for recruitment will be notified separately.

Optional - Statement for recruitment purposes:  You should use this information to make the best of your application by identifying some specific pieces of work you may have undertaken in any of these areas.  You will be tested in some or all of the skill specific areas over the course of the selection process.
School Bursar/Finance role JD’s 2014


