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FINANCE BURSAR 

JOB DESCRIPTION
Reports to:

Bursar – who reports to the Headmaster

Post Objective:
The post of Finance Bursar has been created to manage the effective financial reporting and efficient financial management of Bloxham School Ltd and associated companies.  In effect the Finance Bursar is the School’s Financial Controller.

Salary
In the region of £40-50k depending on the experience and qualifications of the successful applicant.
Financial Management and Reporting

· Manage the accounts team.

· Prepare management accounts for the School and its subsidiaries each term showing the financial performance and position of each entity compared with budget, including the production of a concise commentary on variances and other matters of significance.

· Prepare annual profit and loss accounts and balance sheets for the School and its subsidiaries.

· Assist the Bursar in preparing budgets for the School and its subsidiaries.

· Prepare monthly cash-flow reports, including a concise commentary on variances and other matters of significance.

· Maintain fixed asset register and calculate depreciation.

· In support of the Bursar, manage the day-to-day relationship with the auditors.

· Administer financial aspects of Bloxham School’s Development Fund.

· Ensure that all intercompany transactions are properly reflected in the accounts of each company and in the consolidated financial statements of the school.
· Produce Annual Accounts, including a draft of the Trustees’ Report.

· Produce financial reports for presentation to the Governors.

· Prepare Value Added Tax returns, Corporation Tax returns and Income Tax repayment claims for each company as appropriate.
School Fees

· Ensure that the parent and pupil accounting database is effectively managed.
· Ensure that pupils’ bills are accurately produced and dispatched on time.
· Ensure that  “Extras” and adjustments are promptly and accurately entered on pupils’ bills.
· Ensure that the register of Awards and Bursaries is up-to-date and accurate.
· Assess applications for means-tested bursaries and review them annually.
· Administer Composition Fee Scheme and ensure that its impact on the financial position of the School is effectively presented in all management accounts, cash flow statements and other financial reports.
· Collect Direct Debit payments.
· Monitor debtors, including issuing reminders, obtaining security and preparing for legal action and assist the Bursar in minimising overdue and bad debts.
· Administer pupils’ insurance schemes.
· Charge interest on overdue accounts.
· Communicate with parents, by interview, telephone, letter and e-mail, on all fee-related matters.
· Assist at Open Mornings.
Undertake such other duties as may be allocated from time to time.

Candidate profile

The succesful candidate is likely to possess the following attributes

· Management and financial accounts experience in a commercial organisation

allied to a relevant financial qualification

· A proven track record in management

· The ability to think strategically and plan systematically

· The ability to work well as a member of a team with shared goals

· Strong communication and IT skills

· A knowledge of the law (and practice) relating to charities, employment, PAYE, benefits in kind and VAT

· Some knowledge of the independent schools sector

· A willingness to empathise with others and work well as a member of a team

· A commitment to setting high standards at all times

· Outstanding drive and energy

· Integrity

· A sense of humour

The School

Bloxham is an independent, coeducational, boarding school founded in 1860, with 420 pupils of whom 140 are currently in the Sixth Form. Bloxham School is a member of the Woodard Corporation, one of the few national organisations of schools which contains both independent and maintained schools. The staff pupil ratio is approximately 1:8.5 and academic standards are high. The normal ages for entry are 11, 13 and 16 and there are generous scholarships available at all levels.

Bloxham School stands in a very attractive North Oxfordshire village above the Cherwell Valley, about three miles from Banbury and the M40 and 20 miles from Oxford. The school estate consists of about 60 acres and there are many fine buildings. The school has outstanding facilities that enable it to offer a wide variety of sporting and other activities. Over £6 million has been spent in recent years on the building of a new Technology Centre, Business Studies Suite, and the refurbishment of the boarding facilities, dining halls and kitchens. The new library was completed in April 2006 and the extensions to the Art and Music Schools in 2007.

Guidance for applicants

Applicants should send a letter of application, a completed application form and full CV to:

The Headmaster,

Bloxham School,

Banbury Road,

Bloxham,

Oxon  OX15 4PE

or by email to:

helen@bloxhamschool.com
Closing date for receipt of applications is:
Thursday 5th March

Interviews are likely to take place on:

 Wednesday 15th April

Applicants who fail to submit a completed application form will not be considered for the post.

Bloxham School is committed to safeguarding and promoting the welfare of children and young people and expects all staff to share this commitment.
The person appointed will be subject to the obligatory checks by the Criminal Records Bureau.

Website – www.bloxhamschool.com

