

Southmead Primary School
JOB DESCRIPTION

PART TIME BURSAR AND LEADERSHIP GROUP MEMBER

Purpose of Job

· To give strategic vision and leadership to all aspects of Budget and Finance

· To lead, operate, maintain and develop the financial procedures and systems of the school, In co-operation with the Leadership Group and Governors, ensuring that legal and safety requirements with regard to people and property and function of the school are maintained

· To be responsible for the Health & Safety aspects of the school site and its buildings
· Play a central role in the Leadership Group

· To ensure that the school is fully prepared to meet OFTED financial criteria

· To liaise with relevant members of the LA/Council

Responsible, alongside the Assistant Head Teachers to the Head Teacher and through her/him to Governors

Duties General
· To lead and advise the Leadership Group on matters relating to Finance and Health & Safety
· To attend all main governing body meetings and assist the Chair for subcommittee for Resources (to include finance, personnel & health & safety)]
· To take delegated responsibility for personnel and financial decisions following appropriate discussions with the Head Teacher
· To deputise for Head Teacher as required in relevant fields of expertise
· To provide support as relevant to the Head Teacher and Assistant Headteachers
Heath & Safety 
· To formulate, monitor, implement and review the schools Heath & Safety policy including the introduction of all Risk Assessment procedures

· To advise all staff as appropriate

· To report to Governors on Health & Safety

· In co-operation with the Fire Service, the installation and maintenance of equipment for protection against and escape from fire, Keeping records and initiating regular fire practices

· To formulate, monitor and review in conjunction with the Caretaker, the required checks and management of Legionella Water Control.

Administration & ICT
The Bursar will be responsible for those aspects of administration of the school, which do not relate to the teaching, supervision and pastoral care of pupils, Specific responsibilities include:

1. To coordinate planning for the effective provision of ICT resources at the school including hardware/software and efficient running of the IT support team

2. To manage the efficient and effective running of the general office as one of the schools main points of public contact, as well as the centre of daily administration

3. To ensure the efficient running of the IT administration system

Line Management Responsibilities

The line manager will be responsible associated staff: Their responsibility will include:
1. Motivating and facilitating teamwork  and good practise in order to achieve excellent standards of service delivery

2. Managing Staff attendance and leave to ensure a continuous service throughout the year

Undertake such duties and work hours as agreed with Head Teacher and carry out duties as may be required from time to time as detailed by the Headteacher.

Financial
Working with the Head teacher the Bursar will prepare an annual budget for the school to be submitted to the Governing Body and will provide specific expertise in long-term financial management. The Bursar will be responsible specifically for:

1. Ensuring the school has appropriate financial systems and managing all aspects of the school financial systems (including voluntary funds such as the School Fund) in accordance with these agreed policies and timetable; ensuring accurate financial records are maintained, and reported on a regular basis to the Head teacher and Governors

2. To ensure that the financial transactions in the school are carried out in an appropriate manner and that the financial regulations of both the LA and the school are observed. Processing orders authorised by budget holders.
3. Ensuring timely input of invoices for payment to avoid late charges
4. Preparation for the approval by the governors of annual estimates of income and expenditure

5. Manage SIMS/FMS module giving guidance to other users

6. To prepare appraisals for particular projects and the development of long term initiatives for the school

7. To co-operate, initiate and manage audit procedures as necessary

8. Attend Governing Body Finance and General Purposes Committee meetings and maintain minutes and set agenda

9. To write bids for funding as required by the LA /DFE
10. Managing the tendering for all service contracts; monitoring all Insurance policies, with a view to cost effectiveness and ensuring that the school maximises its potential from the LA

11. Submitting Capital bids to the LA, monitoring & control of capital expenditure on building and grounds, placing of contracts, appointment and monitoring of contractors

12. Promoting the schools activities with the objective of maximising letting income, within agreed policies

13. Supporting staff responsible fro delegated budgets with procedures which enable them to monitor these budgets

14. Monitor the standard and cost effectiveness of the catering contractor within the agreed performance indicators.

Human Resources & Personnel Management

1. Ensure all Contract and pay data is recorded on SIMS and that all required fields have been completed as required by the School Workforce Census

2. Manage the Return to work Interviews for staff who have been absent

3. Ensure that all CRB details are updated in SIMS for the Single Central Record
4. Taking careful consideration to the confidentiality of all aspects of Personnel
5. Clerk to the Governors

