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The Board of Governors are seeking to 
appoint an outstanding candidate who 
will have responsibility for leading and 
managing the financial direction and 
development of the school and nursery.

The post is for January 2019 or as soon as 
possible thereafter and commands a generous 
salary with other significant benefits.

Waverley School has achieved considerable success 
in recent years. The school population has increased to 
well over 120 pupils with waiting lists in many areas. 
The school has a thriving large Nursery offer that is 
in demand in the local area. The school has an active 
extra-curricular provision and an active holiday club. 
This has enabled the school to move into a positive 
financial position. The school is well resourced and is 
sited in modern buildings in Finchampstead. The Head 
is a member of IAPS and the school is a member of 
ISBA. Given this description of success it will be crucial 
for the Governors to recruit an individual who can 
build on the considerable success described above.

General Description
The primary responsibility of the Bursar is for the 
financial well-being of the School, ensuring that 
explicit financial targets are achieved through income 
generation and through the control of costs. The Bursar 
will support the Head in promoting the conditions 
under which sector-leading education can be delivered 
for current and future generations of pupils. As a 
senior manager, the Bursar needs to maintain a high 
degree of visibility to parents and staff. Speaking in 
front of large groups will be an important skill as will 
approachability. Being based in a school, the Bursar 
should also understand a school environment. The Bursar 
has responsibility for liaison with the School’s Owners, 
maintaining open, effective and cordial relationships.

The post is for January 2019 or as soon as possible 
thereafter and responsibilities of the role   can be 
adapted to suit either a FT or PT position and the salary 
will be commensurate with experience and hours. A 
qualification in accountancy is seen as a requirement 
of the post. Education sector experience is not essential 
but management experience is an advantage



APPLICATION PACK FOR THE POST OF 

BURSAR
Waverley School, Finchampstead, Berkshire

page | 3

Responsibilities
1.  Finance

1.1.  Advising and developing the general financial 
policy within the school, with the emphasis on 
financial plans for the long term development 
of the school over a period of five years.

1.2.  Preparing annual estimates of income and 
expenditure to include the preparation 
of departmental budgets within the 
school, the latter in consultation with the 
Headmaster and senior academic staff.

1.3.  Preparing the annual accounts of the School and 
preparing Statements of Financial Activity (SOFA) 
and balance sheets in accordance with the charities 
statement of recommended practice (SORP).

1.4.  Dealing with the auditors and 
queries on the accounts.

1.5.  Monitoring income and expenditure to 
ensure all budgets are adhered to.

1.6.  Maintaining cash flow projections for 
the current and future years.

1.7.  Preparing pupils’ bills, collecting all fees and 
extras for all areas of school activity including 
all of the billing for the Nursery provision.

1.8.  Credit control and instigate legal 
proceedings to recover bad debt.

1.9.  Preparation of information for organising 
the payment of salaries and wages, 
including PAYE, superannuation and 
National Insurance Contributions.

1.10.  Compliance with regulations for benefits in kind.

1.11.  Scrutinising and passing for payment 
all invoices received by the school.

1.12.  Bank reconciliations and transfers 
of monies between accounts.

1.13.  Keeping analysis of costs and 
other statistical records.

1.14.  Preparing financial appraisals for particular projects.

1.15.  Seeking advice on taxation matters and generally 
ensuring compliance with regulations for VAT.
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1.16.  Provide internal financial controls.

1.17.  Prepare regular management and financial 
accounts reports for the Head, Head of 
the Nursery and the governors.

1.18. Preparing financial papers and accounts 
for Governors’ meetings as directed.

2.  General Administration

2.1.  Administering pension schemes for 
teaching and non-teaching staff.

2.2.  Ensuring that all insurances are 
current, with sufficient cover.

2.3.  Advising on the financial implications of 
the charitable status of the school.

2.4.  Dealing with the school’s rating assessments.

2.5.  Maintaining contact with the statutory authorities, 
other regulatory and relevant professional bodies.

2.6.  Strategic leadership as part of the 
Senior Management Team (SMT).

2.7.  Strategic and management leadership of ICT 
and deployment of support department.

2.8.  Ensure communication systems are used effectively.

2.9.  Ensure that procurement contracts are clearly 
understood and that only those with authority 
enter into contractual agreements.

2.10.  Ensuring that databases are complete and hold 
accurate information, particularly in respect 
of attendance and contact information.

3.  Monthly Accounting Tasks

3.1.  Scrutinising and authorising payment of invoices.

3.2.  Checking cash receipts/payments.

3.3.  Preparing management reports if requested on key 
areas of the I&E account (e.g. Salaries and ICT).

3.4. Issuing budget prints to support budget holders 
and monitoring problems and queries.

3.5.  Ensuring the production of accurate monthly 
cashflow statements for review by the Headmaster.
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4.  Human Resources

4.1.1.  Act as investigating officer when requested 
in disciplinary, grievance, capability 
and similar legal procedures.

4.1.2.  Ensure that correct procedures are followed 
that complies with employment law.

4.1.3.  Take legal advice on HR matters when requested.

4.1.4.  Minute hearings and HR related meetings.

4.1.5.  Play a full part in the recruitment of teaching and 
non-teaching staff, with a particular focus on 
salary, terms and conditions of employment.

4.1.6.  Ensure that the school complies fully 
with safer recruiting procedures.

4.1.7.  Issue contracts of employment.

4.1.8.  Advise the Headmaster on bursary 
and scholarship costs.

4.1.9.  Maintain the good will of staff and parents.

4.2.  Services to staff and Governors

4.2.1.  Advise on pensions, salaries and 
conditions of service.

4.2.2.  Advise on risk assessments and ensure 
these are legally acceptable.

4.2.3.  Advise on Health and Safety.

4.2.4.  Advise on internal financial controls.

4.2.5.  Advise governors on financial and other 
appropriate matters as requested.

4.2.6.  Attend Governors’ meetings, preparing papers 
for, reporting to, the Finance Committees each 
term and to the main Governors’ meetings.

4.2.7.  Ensure that you are fully briefed to support 
governors at their General and Finance meetings.
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4.3.  Services to parents

4.3.1.  Liaise with parents over fee 
payment and insurances.

4.3.2.  Manage the bursaries system 
of financial assistance.

4.3.3.  Be a supportive and visible presence for parents.

4.4.  Services to pupils

4.4.1.  Delegated responsibility for catering 
and medical services.

4.4.2.  Delegated responsibility for mini-
bus safety if appropriate.

4.4.3.  Responsibility for mini-bus driver training 
and certification if appropriate.

4.4.4.  Delegated responsibility for mailings 
and communications.

4.5.  Health and Safety

4.5.1.  To ensure that the school complies with 
current Health and Safety regulations 
in all areas of operation.

4.5.2.  To maintain a current Health and Safety policy.

4.5.3.  To provide Health and Safety training for staff.

4.5.4.  To be the school’s Fire Officer, holding regular 
fire drills during the day, evening and night.

4.5.5.  To include a Health and Safety section 
in the Bursar’s report to Governors.

4.5.6.  To ensure that statutory information is 
displayed appropriately in school.
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4.6.  Premises

4.6.1.  Establish and maintain good 
relations with the landlord.

4.6.2.  Delegated responsibility for the security of the site.

4.6.3.  The installation and maintenance of 
equipment for the detection, warning, 
protection and escape from fire. To ensure 
that fire risk assessments are carried out.

4.6.4.  Monitoring of energy supply contracts at competitive 
prices and the promotion of energy conservation.

4.6.5.  Liaison with school architects and builders 
(through the school’s Governors Buildings 
Committee) to establish outline specifications 
for new buildings and projects, obtaining 
tenders and planning permissions.

4.6.6.  Contracts, leases and other non-
employment related documentation.

4.6.7.  Infrastructure development.

4.6.8.  Overseeing the day-to-day construction 
of certain capital projects.

4.6.9.  Facilitate, by delegation where appropriate, large-
scale events such Open Days and Speech Day.

4.6.10. To provide clear specifications and 
guidance to project managers or when 
project managing yourself.

4.7.  Strategy and Professional Development

4.7.1.  Play a key role as part of the Senior Management 
Team (SMT) in developing the School’s strategic plan 
by contributing to the Governors’ Strategy Group.

4.7.2. Develop with the Senior Management Team 
(SMT), an annual School Development 
Plan to deliver the Strategic aims.

4.7.3. Ensure, by delegation, that Public Relations 
and marketing support and reflect the 
school’s strategy, aims and values.

4.7.4. Join the ISBA (Independent Schools’ Bursar’s 
Association) together with membership of 
other professional bodies as appropriate.

4.7.5. Attend training courses as appropriate.
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HOW TO APPLY
Candidates wishing to apply should:

 ● Visit the AMC website, clicking on the link ‘Apply Now 
(for current vacancies)’ and complete the online form. 

 ● Upload a CV and covering letter to complete  
the application process.

 ● If you encounter difficulty with the online procedure, 
please contact:  
nikki@anthonymillard.co.uk  
or telephone +44(0)203 4275414. 

 ● For an informal discussion about the post  
please contact:  
Nigel Woolnough 
+44 (0)7717580189 
nigel@anthonymillard.co.uk

 ● Applications will be acknowledged and then 
evaluated against the selection criteria.

 ● The letter of application should contain the 
names, addresses, email addresses and 
telephone numbers of three referees to include 
your current and past direct line manager.

 ● Full references will be required for the short list 
interviews, but will only be taken when AMC has 
received specific consent from candidates to do so.

 ●  Short listed candidates will be required to 
bring original documentation, proof of identity 
and certificates with them to interview.

Anthony Millard Consulting
Anthony Millard Consulting was established in the 
summer of 2004 to provide the British education 
sector, both in the UK and internationally, with first 
class strategic and recruitment consultancy.

In addition to managing the search and selection of 
Principals, Heads, Bursars, Marketing and Development 
Directors, advice is provided on governance, 
management structures, appraisal, development 
planning, marketing / PR and fundraising.

Our clients range from top international and 
independent schools to state comprehensive 
schools, to public and private companies involved 
in education. These clients are located globally and 
a list of them can be found on AMC’s website.

Further information is available at  
www.anthonymillard.co.uk

We have a sister company, AMC Teacher, which 
provides outstanding teachers to the world’s 
top schools - www.amcteacher.co.uk

261118-11-58
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