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JOB DESCRIPTION 
 

Bursar & Clerk to the Governors 
 
 

Promote and exemplify the School Mission: 
‘To prepare each child for life and inspire a love of learning.’ 
 
Promote the School Values: 

• Respect, Kindness, Courage, Honesty, Resilience 

• A warm family atmosphere 

• The pursuit of excellence 

• A generosity of heart 

• A robust vitality 
 

1. Purpose of the job  

• Responsibility and support for the financial and day-to-day operations management of the School. 

• The Bursar's Department is an enabling department which allows the School to carry out its primary 
function of educating children. 

  
2. Relationships (including accountability) 

• The post holder is managed by the Head and reports to the Chair of the Finance Committee and the 
Chair of Governors. 

• The post holder manages all direct reports and is responsible for their teams, including: the Finance 
Bursar, the HR Manager, the Estates Manager, the School Office, ICT, and Admissions & Marketing. 

• The post holder will be an active participant in forming, building and maintaining positive 
professional relationships with teaching staff, parents and other key stakeholders. 

 
3. Finance and Accountancy 

• Advise on general financial policy within the School. 

• Prepare annual estimates of income and expenditure to include the preparation of departmental 
budgets within the School. 

• Monitor income and expenditure in relation to budget and presenting regular management reports 
to the Governing Body usually via the Finance & General Purposes Committee. 

• Oversee the accounts of the School and the preparation of Statements of Financial Activity (SOFA) 
and balance sheets in accordance with the charities Statement of Recommended Practice (SORP). 

• Maintain cash flow projections for the current and future years. 

• Advise on investments as necessary. 

• Scrutinise and pass for payment all invoices received in the School. 

• Assist, as necessary, with special appeals for the Hawthorns Foundation. 

• Keep analyses of costs and other statistical records. 

• Advise on taxation matters generally, including Gift Aid from subsidiary companies to the parent 
charity. Where appropriate, ensure compliance with VAT regulations. 

• Advise on the financial implications of the charitable status of the School. 

• Deal with the School's income tax and rating assessments. 

• Oversee the Fees in Advance Scheme. 
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• Advise on bursary funds. Undertaking assessments of parents' income and assets prior to making 
bursary awards. 

 
4. Organisation and General Administration 

• Act as Clerk to the Governors and Secretary to the Board 

• Attend regular Finance and General Purposes and Safeguarding and HR committee meetings, 
working closely with the Chairs, and to report to the Board of Governors as required. 

• Ensure compliance with all relevant aspects of employment law which relates to The Hawthorns: 
Safer Recruitment, employment protection, equal pay, minimum wage, Working Time Directive, 
GDPR and The Equality Act. 

• Act as the Head's adviser on employment matters including disciplinary procedures in liaison with 
the HR Manager.  Ensuring that the School has appropriate disciplinary and grievance procedures. 

• Ensure that all relevant staff have contracts of employment and keeping the School's standard 
contracts up to date as new legislation takes effect. 

• Be the health and safety lead (Responsible Person) within the School and chair of the Health and 
Safety Committee. Carry out risk assessments where appropriate and monitor all departments to 
ensure that they are carrying out risk assessments. Take professional advice as required. 

• Ensure that the School has adequate insurance cover at all times to include employer's liability, 
buildings and equipment cover, personal accident, travel insurance and other relevant cover. 

• Be responsible for the purchase of all goods and services for the School. 

• Deal with the letting of property to School employees and third parties; ensuring that the 
appropriate leases and licenses to occupy are signed by the tenants. 

• Supervise the catering and housekeeping facilities in liaison with the service partner and ensure that 
catering areas meet the requirements for hygiene and food safety. 

• Oversee and lead all aspect of Minibuses usage for school runs and transport for the school. 
 
5. School Buildings and Grounds  

• Effect the efficient and effective management of maintenance, including a schedule with annual 
priorities and action plans, in conjunction with the School’s maintenance team and outside 
contractors. 

• Manage the efficient and effective security of the School buildings and estate. 

• Manage the control of energy suppliers, stocks of oil, LPG and usage thereof. 

• Oversee the production of outline specifications for new buildings and other developments, 
obtaining tenders, planning permission, liaison with architects and other advisors, including the 
Sustainable Development Manager. 

• In conjunction with the Deputy Head Extra-Curricular and Sport and Sustainable Development 
Manager, agree annual grounds’ priorities, ensuring the long-term upkeep of playing fields, 
woodlands, gardens, all-weather surfaces, running tracks, paths and tennis courts. 

• Oversee the maintenance of boundaries, public footpaths, driveway, other roads and rights of way. 

• Assume responsibility for the school Energy Policy and the oversight of sustainable development 
requirements and initiatives in conjunction with the Sustainable Development Manager, including 
energy purchase supply, use, reduction, waste management and recycling. 

 
6. Safeguarding Children 

The post holder’s responsibility for promoting and safeguarding the welfare of children and young 
persons, for whom s/he is responsible, or with whom s/he comes into contact, will be to adhere to and 
ensure compliance with the School’s Child Protection Policy Statement at all times. If in the course of 
carrying out their duties, the post holder becomes aware of any actual or potential risks to the safety or 
welfare of children in the school s/he must report any concerns to one of the School’s Designated Child 
Protection Officers or to the Headmaster. 


