Person Specification – School Bursar
Qualifications
· Essential 
· Good standard of education (minimum GCSEs in English and Maths or equivalent).
· Desirable 
· Financial or business administration qualification 
· IT qualification or experience 

Experience
· Essential 
· Experience in financial management.
· Desirable 
· Experience with budget monitoring and reporting.
· Experience in administrative systems and record keeping.
· Experience working in a busy office environment.
· Previous experience in a school or local authority setting.
· Experience of managing staff.

Knowledge & Skills
· Essential 
· Strong numeracy and analytical skills.
· Ability to interpret and present financial information clearly.
· Proficiency in Microsoft Office and financial software.
· Excellent organisational skills and attention to detail.
· Ability to prioritise tasks and meet deadlines.
· Desirable 
· Knowledge of school finance systems 
· Understanding of Health & Safety and safeguarding requirements.

Personal Qualities
· Essential 
· Ability to work independently and as part of a team.
· High level of integrity and confidentiality.
· Strong communication and interpersonal skills.
· Flexible and adaptable approach.
· Commitment to safeguarding and promoting the welfare of children.

Other Requirements
· Essential 
· Willingness to undertake training and professional development.
· Enhanced DBS clearance.

