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Bursar (2) Job Description 

 
SCHOOL Sedlescombe Church of England Primary School 

POST Bursar (2)  

Grade Single Status 7 

Responsible to Headteacher 

Purpose of Role 
To act in support of the headteacher as an administrative and 

financial manager for the school. 

 
KEY TASKS 

1. To provide all information required for the preparation of the school’s budget plan, 

and to prepare the budget plan for approval by the headteacher 

 

2. To monitor school budget share expenditure, drawing the headteacher’s attention to 

any causes for concern and recommending appropriate action 

 

3. To act as Systems Manager using the computerised system installed at the school 

 

4. To be responsible for all monies received by the school, ensuring that appropriate 

accounting procedures are adopted, understood and followed by staff at the school 

 

5. To maintain and administer all financial accounts, including petty cash, associated 

with the school 

 

6. To maintain and administer the Standards Fund and organise supply teachers 

 

7. To prepare reports for the governing body and for the headteacher on financial 

matters for the school 

 

8. If required, to attend meetings of the Governors’ Finance Sub-Committee to present 

financial information and make recommendations to them 

 

9. To undertake the internal audit of school accounts and arrange external audits as 

required by the governing body 
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10. To ensure that effective and efficient administrative arrangements and procedures are 

in place within the school, understood and followed by staff and are monitored on a 

regular basis. 

 

11. Where appropriate, to line manage other employees in the school office 

 

12. To take a leading role in analysing all guidance, advice and instructions received from 

the Local Authority, the DfE and, as the Diocesan Church Authority with the exception 

of curricular or professional staff development matters and prepare reports for the 

headteacher and governing body as appropriate 

 

13. To maintain an up to date record of legal and other supporting information 

concerning the management of the school and to advise the headteacher and 

governing body, as appropriate, about general responsibilities or actions to be taken 

 

14. To maintain records of forms and returns required by the Local Authority the DfE and 

the Diocesan Church Authority ensuring that appropriate information is maintained to 

enable such information to be provided, and submitting such forms and returns within 

deadlines 

 

15. Dealing with the placement of all staff advertisements, drafting advertisements, 

recommending advertising arrangements, assisting in revising job descriptions and 

person specifications as appropriate, arranging interviewing of candidates and 

ensuring that all administrative arrangements are dealt with smoothly and efficiently 

 

16. To identify ways in which school income could be maximised by the letting of school 

premises, arranging lettings in liaison with the headteacher, caretaker and hirer, and to 

facilitate meter readings in the absence of the caretaker 

 

17. Maintain procedures for admission and withdrawal of pupils from the school, and 

completion of any associated reports to County Hall. 

 

18. To identify other general responsibilities to be undertaken and to ensure that these are 

undertaken or referred to the headteacher or other staff in the school for action as 

appropriate 

 

19. To carry out the above duties in accordance with the Education Department’s Equal 

Opportunities Policy 

 

20. To manage the funds and booking systems for the school’s extended school’s provision 

 

All school based staff have the responsibility for promoting the safeguarding and welfare of 

children.  All school staff should be aware of the school’s Child Protection and Safeguarding 

Policy and work in accordance with this document at all times. 

 

This job description sets out the duties of the post at the time when it was drawn up. Such duties 

may vary from time to time without changing the general character of the duties or the level of 

responsibility entailed.  Such variations are a common occurrence and cannot of themselves 

justify a reconsideration of the grading of the post. 

 

Signed: ___________________________________  Date: ___________________ 

 


