
 

1 
 

 

 

 

 

 

 

 

 

 

Appointment of Bursar 

Appointment Brief and Role Description 

To Commence September 2018 

 

 

 

  



 

2 
 

The School 

Westbourne School is the only co-educational independent school in Sheffield offering first class 

education to Sheffield girls and boys from the age of 3 to 16. With our individualised learning, we 

offer every child the opportunity to excel and to be the best that they can be.  We promote the 

values of excellence, respect and friendship and encourage children to care for themselves, each 

other and their surroundings.  

The school was founded around 1885 by a Mrs Whitfield as a boys-only Prep School, the actual date 

is uncertain as Headmaster (1930-1944) ‘Gaffer’ Johnson, terrified that Hitler was about to invade, 

burnt all the school records. Westbourne first accepted girls in 1998 and had 16 girls by 2000. Girls 

now make up 46% of the school.  The original Prep School composed of three Victorian buildings – 

very nook and cranny, with staircases everywhere, now much revamped. The Senior School (Ashdell 

House) is a fantastic late Georgian building plumb opposite the original school, with a garden ‘The 

Dell’ an offshoot of the local Botanical Gardens. 

A new Senior School building (Ashdell Grove) was acquired in September 2007. Previously the BBC 

Radio Sheffield building and former Lord Mayor’s house now totally rearranged, with brand new 

staircases leading everywhere. 

Westbourne Place, purchased in 2014, now houses a brand new purpose built Food Technology 

department and Maths faculty and has allowed the building of a new Drama Studio in Ashdell Grove. 

The new Pre – School started in January 2013 and is now very successful with children from age 3. 

Pre- School children are able to mix with slightly older pupils and join in with structured EYFS 

teaching.  Lessons in Pre-School include music, drama, sport and French taught by specialist subject 

teachers. 

 

Our Mission and our Values: 

"EXCELLENCE, RESPECT and FRIENDSHIP" underpin everything we do... 

Our MISSION at Westbourne is to offer a student-focused environment of educational excellence 

ensuring that every girl and boy reaches their full, individual potential. 

Our AIMS are: 

● Provide an education of quality. 
● Aspire to excellence in all that we do. 
● Ensure a balanced and varied curriculum. 
● Guide and prepare children for life. 
● Promote mutual respect and friendship 

Our Values: 

● Maintain a happy, safe and secure atmosphere for learning in a disciplined, structured 
environment. 

● Be friendly, approachable and welcoming. 
● Teach with enthusiasm to stimulate and inspire pupils so that their performance, attitude 

and achievement is enhanced. 
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● Provide an excellent foundation in academic skills, sport, music and personal development 
● We will encourage children to do their best in all areas of school life at all times 
● We are committed to working in partnership with parents and in providing a supportive 

family environment to ensure that our children receive the tuition and encouragement 
they need. 

● We will encourage children in personal responsibility, care for others and their 
surroundings. 

 

The Appointment 

The Governors and Head are seeking to appoint an individual with a strong leadership, management, 

financial, commercial and project management background to join the Senior Management Team as 

the next Bursar.  The individual will play a major role in the school’s strategic direction, closely 

working with the Head and Governors to develop, implement and evaluate the School’s strategic 

development plan.  Qualifications in accounting, finance of management are important, as is having 

the appropriate level of experience, emphasis being placed on having the right mix of skills and 

personal qualities.  The School is keen to consider applicants from industry with a range of 

professional backgrounds. 

The School is embarking on an exciting and significant development programme and this 

appointment will be key to the success of the School’s development plan.  The Bursar is responsible 

for the effective day to day management of all business and estates aspects of the School and for 

making a leading contribution to the School’s strategy for the future. 

Key Tasks 

The overriding task is to achieve financial targets set by the Governing Body and to provide a smooth 

operational support to the efficient running of the School. As directed by the Head and Governors at 

the beginning of each year specific tasks will be set and monitored accordingly. In the first year, 

these will include:  

(1) developing an understanding of the financial challenges of the school and formulate a strategy 

for short, medium and long-term development;  

(2) work with the Governors and Senior Management Team to develop a long-term strategic plan for 

the School  

(3) developing a detailed understanding of the estate and in conjunction with the Head produce and 

implement a five-year planned maintenance programme including a financial appraisal to support 

budget predictions;  

(4) Develop a multi-year capital investment plan for the School;  

(5) becoming fully conversant with the latest legislative and regulatory matters and ensure 

compliance;  

(6) reviewing the School’s Human Resources systems for the appraisal of support staff and plan and 

implement the same;  

(7) developing an understanding and appreciation of the unique ethos of Westbourne School and 

become integrated in the wider culture of the school and its activities. 
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The Role  

The Bursar supports the Head and Governors in the provision of all nonteaching aspects of the 

School. The Bursar performs the role of Clerk to the Governors is a member of the Finance and 

Strategic Committees and attends all Governors meetings.  

The Bursar is appointed by the Governors and reports directly to the Head on non-teaching aspects 

of the operational management and running of the School and directly to the Board of Governors at 

a strategic level and as Clerk to the Governing Board. In that capacity, the Bursar is required to 

advise and assist the Governors in the exercise of their functions, and to compile and produce 

agendas, papers and minutes.  

The Bursar is accountable for the School finances, property management, health and safety and for 

the efficient and effective operation of support services including facilities, IT infrastructure, cleaning 

and catering teams and administration. Underpinning these roles, is responsibility for: compliance 

and risk identification, co-ordination and management, Human Resources, Charity Commission and 

educational bodies’ liaison and relationship management and business administration of the School. 

 The successful applicant will have a proven ability to manage a diverse range of support services, 

including building and facilities management, health and safety, human resources and legal and 

compliance obligations. The successful applicant will have strong leadership, management and 

communication skills and will need to be enthusiastic and self-motivated. The successful applicant 

must be hands on and be prepared to “roll their sleeves up”. Previous experience within a school 

environment would be of benefit but is not essential.  

The post is available from September 2018. 

Person Profile  

Essential  

• Fully qualified (ACA, ACCA, CIMA) with a demonstrable track record of success in effective 

financial management 

• Share the vision of the Governors and the Head and help build the future  

• Understanding and appreciation of the School’s unique ethos and culture, becoming an essential 

and supportive part of an outstanding team  

• Have intellectual capacity and be able to demonstrate vision and leadership in previous roles  

• Have excellent interpersonal and communication skills with the vision and creativity to make the 

most of the School’s assets  

• A competent self-starter, able to create and take initiatives and act autonomously within the 

framework of a team; with a willingness to ‘roll up your sleeves’ and get ‘stuck in’ and be a full 

participant in all aspects of school life  

• Willing and able to take responsibility  

• Be articulate with high degree of professionalism and an ability to maintain confidentiality 



 

5 
 

• Have friendly nature, with a sense of humour  

• Have personal integrity and the drive to do what is best for the pupils and the School  

• Be professional, flexible, reliable and well organised  

• Contribute to business development at Westbourne; be business orientated and entrepreneurial  

• Strategic planning ability to build stability and longer term growth  

• Experience in being an influential part of a team and a strong team player alongside a successful 

record of experience in managing teams, resources, systems  

• Experience of managing projects within a multi-skilled team  

• An ability to manage and stretch budgets  

• Have good ICT skills and the ability to use management information systems and other computer 

applications 

Desirable  

• Experience in using Sage 50 

• Experience of working in an education or charity environment  

• A knowledge of investment procedures  

• Knowledge of charity SORP and of charity accounting and reporting together with an awareness of 

the effect of being a charity on other areas of the company’s operation  

• Training in Health and Safety management  

• Experience of working in a regulated environment 

Job description 

Clerk to the Board of Governors  

Preparing the agenda and minutes and other documentation for the meetings of the Governing 

Board and committees. Organising the calendar of Governors’ meetings throughout the year. 

Collating reports and disseminating these prior to meetings, allowing one week for reading time. 

Providing information as required by the Chair of Governors and committee Chairs. Overseeing 

Governor training and maintaining a register of Governor visits to the School.  

Financial Management 

• To report to Governors regarding the maintenance of financial and administrative systems. To 

report procedures used to ensure the probity of the financial management of school funds.  

• To set, in consultation with the Head and the Finance Committee, the school budget. To monitor 

and forecast performance to ensure that the School is within budget and to provide explanations for 

variances from budget. Maintaining cash flow projections for the current and future years, 

depreciation of assets commentary, and management accounts.  
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• To maintain the accounts of the School and preparation of Statutory Accounts of the School; 

preparing Statements of Financial Activity (SOFA) and balance sheets in 7 accordance with the 

charities Statement of Recommended Practice (SORP). Liaison with the School Auditors.  

• To report to the Finance Committee and Board of Governors and liaise on a regular basis with the 

Finance link Governor. Preparation of monthly management accounts. Preparing annual estimates of 

income and expenditure. Preparing forecasts for the future financial performance of the school; 

usually over a period of five years.  

• To liaise with auditors, banking officers and insurance brokers on all matters in relation to school 

accounts, investments, policies, claims and renewals.  

• To oversee the submission of annual returns to the Charities Commission and Companies House.  

• To work with the Head of School in setting departmental allocations, in accordance with 

departmental development plans, and to monitor the departmental spend.  

• To approve and manage the School’s contracts, lease and renewals e.g. IT, mini-buses, catering, 

parent.  

• To advise the Head of outside sources of funds which could assist the School in its purposes and to 

seek to access such funds as may be found.  

• Reviewing the applications for bursarial support at the Head’s request; advising on scholarship and 

bursary funds and undertaking assessments of parents' income and assets prior to making bursary 

awards.  

• Affiliation of the Independent Schools Bursars Association, Bursar’s forums, and attendance at 

information and training events. 

Estates Management  

• To maintain an asset register and condition survey of the premises and site, advising the Head and 

Governors in relation to maintenance and capital project planning. Maintaining and archiving key 

finance and premises documents.  

• Ensure delivery of a first-class catering and front of house service for students, staff and parents.  

• Oversee the management of maintenance of school buildings and campus including the 

preparation of maintenance schedules and keeping of records to ensure efficient operation of all 

facilities on the campus.  

• Negotiation, management and monitoring of contracts, tenders and agreements for the provision 

of support services such as cleaning, energy supply, laundry, telephone communications, grounds 

maintenance and capital construction or maintenance 8 projects and the regular monitoring and 

review of such projects to ensure control and, where possible, savings on expenditure. Promotion of 

energy conservation.  

• To manage the maintenance and contracts of the School’s minibuses. Minibuses and transport - 

compliance with the regulations for the operation of minibuses; driver training and assessments; 

servicing and vehicle inspectorate tests.  

• With the Head and Governors, to manage capital projects. To have oversight of finances of any 

capital project. Drawing up outline specifications for new buildings, obtaining tenders, planning 
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permission, liaison with school architects and builders. To manage capital and refurbishment 

projects in school, ensure that budgetary targets are met, ordering of equipment is completed, and 

value for money is ensured.  

• To ensure that adequate stocks of premises consumables and equipment are available for ancillary 

staff.  

 

 

ICT  

• To oversee development and maintenance of ICT networks with the Head, Director of Studies and 

IT Network Manager.  

• Support the provision of an effective IT infrastructure which meets the evolving needs of the 

school  

Health and Safety and Risk Register  

• To act as the School’s named Health and Safety Officer.  

• To manage all health and safety provision and security in the School for staff, pupils, visitors to the 

site and outside contractors. Maintenance, updating and reporting of the Risk Register.  

• To oversee procedures to ensure the well-being of staff, pupils and visitors and compliance with 

Health and Safety legislation both on the School premises and, in consultation with the Heads of 

School/ Designated Safeguarding Lead (DSL), for trips and outings.  

• To manage and update the School’s Emergency Plan in line with best practice and know its place 

within the management procedures of the school.  

• To ensure that all contractors working on site have been vetted according to the School’s 

safeguarding and safer recruitment policies.  

• To act as Fire Officer to be responsible for the installation and maintenance of equipment for the 

detection, warning, protection, and escape from fire ensuring the necessary fire risk assessments are 

carried out. To keep records of and to initiate regular fire practices and alarm tests for pupils. To 

ensure that emergency procedures are current and timely. 

Compliance  

• An executive role in maintaining the School’s Health and Safety policies to comply with the 

requirements of the Health and Safety at Work Act and other legislation, including risk management 

and hazard identification.  

• Ensure the School has appropriate risk assessment and risk management processes, including a risk 

register, emergency evacuation procedures and a disaster management plan in place at all times.  

• Ensuring compliance and statutory requirements affecting the school are met e.g. the Independent 

Schools Standards Regulations (ISSRs) in relation to premises, health and safety.  

• Ensure that the School has adequate insurance cover at all times  

• Liaise with external agencies on compliance issues including making official reports if required.  



 

8 
 

Human Resources  

• To act as the Head's adviser on employment matters including disciplinary procedures and 

ensuring that the School has appropriate disciplinary and grievance procedures.  

• To discuss and support the Head in staffing and personnel issues ensuring compliance with 

employment law and seeking professional advice as required.  

• To take part, as requested, in the appointment of staff. Ensuring Human Resources policies are 

updated and that all relevant staff have contracts of employment and keeping the School's standard 

contracts up-to-date as new legislation takes effect. Managing the employment, terms and 

conditions of service, supervision and welfare of all non-teaching staff.  

• To line manage all non-teaching staff and to be responsible for their appraisal. The Bursar will 

directly oversee the work of the Accounts Assistant, estates staff, administrative team, catering and 

cleaning supervisors. 

Terms of appointment and condition  

The senior position of Bursar is a key Governors’ appointment to ensure the proper financial, estate 

and operational running of the School as well as providing an important, influential support to the 

Board.  

The package will be according to experience and relevant qualifications and appropriate to the level 

of this post. 

How to apply  

Please submit applications using the Bursar Application Form provided on the School website 

http://www.westbourneschool.co.uk/join-us/job-vacancies/ 

Applications should be sent by email for the attention of Mrs Woodhead to 

swoodhead@westbourneschool.co.uk 

Alternatively, they may be sent by post to: Mrs Sherryl Woodhead, Head’s PA, Westbourne School, 

60 Westbourne Road, Sheffield S10 2QT.   

In addition, a covering letter addressed to the Chair of Governors of no more than two pages should 

be prepared and sent with the application. References will not be taken without prior approval but 

will be required before the post is confirmed.  

Interested applicants can arrange for a tour of the school in the week commencing 7th May. Closing 

date for applications is 17th May at 12noon.  Interviews for short listed applications will be held 

during w/c 21st May 2018. 

The process 

Pre-employment Checks  

This post will require an enhanced DBS check from the Disclosure and Barring Service before we can 

confirm an offer of employment. You will need to apply for a new disclosure, even if you already 

hold one. If you have lived or worked abroad you will also need to provide appropriate paperwork, 

such as a police certificate of good conduct, from the countries you have lived in. Other checks, 

including a medical declaration and right to work in the UK, will also need to be completed.  

http://www.westbourneschool.co.uk/join-us/job-vacancies/
mailto:swoodhead@westbourneschool.co.uk
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Safeguarding guidelines  

The post-holder’s responsibility for promoting and safeguarding the welfare of children and young 

persons for whom she/he is responsible, or with whom she/he comes into contact, will be to adhere 

to and ensure compliance with our safeguarding policy statement at all times. If, in the course of 

carrying out the duties of the post, the post-holder becomes aware of any actual or potential risks to 

the safety or welfare of children at Westbourne School, she/he must report any concerns to our 

Designated Safeguarding Lead or to the Head.  

Westbourne is committed to safeguarding and promoting the welfare of children and young people, 

and expects all staff and volunteers to share this commitment. 

April 2018 


