
  

Bursar and Clerk to the Governors 

CANDIDATE BRIEF 

Spirit · Happiness · Success 

Independent Preparatory School for Girls aged 3—11 in Hampstead 
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 Welcome to Sarum Hall School 

Dear Applicant 

Thank you for your interest in the role of Bursar and Clerk to the Governors, a key role in the Senior 

Leadership Team at Sarum Hall School. 

Sarum Hall is a modern and successful school in which pupils are mo vated to learn, inspired to fulfil their 

poten al, and encouraged to achieve excellence. Our mo o of spirit, happiness, success underpins our 

philosophy of individuality, inclusivity and posi vity. The Golden Values of kindness, courage, respect, 

honesty, fairness and resilience ensure that every girl develops as an individual with a strong sense of 

purpose and moral compass both in the school community and society beyond. We encourage children to 

engage with their future and understand their role in shaping the world in which they will live and work.  

You will join a senior leadership team that places a high value on team work and collabora on. It is a close 

knit community whose collec ve aim is to provide the most engaging, modern, relevant and thought‐

provoking curriculum and educa onal experience for every individual pupil. There is a sense of team spirit 

through dedica on and hard‐work and the staff work closely together, sharing a passion for educa on. 

The Senior Leadership Team leads the school with a strategic vision at all mes and the Bursar is pivotal in 

contribu ng to this  approach and is expected to provide insight and integrity throughout the various 

facets of their role. We embrace and celebrate the individual quali es of our staff and recognise that it is 

this team effort that makes Sarum Hall such an exci ng, inspira onal and special place to work.  

I look forward to mee ng you. 

Yours faithfully 

Victoria Savage 

Headmistress 
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Sarum Hall School was founded in 1929 with just seven girls at Eton Avenue, Hampstead. It 

has remained true to the Founder’s vision and remains a vibrant, caring, mo va onal 

school. It is an over subscribed school and has over 180 pupils in award winning, purpose‐

built premises. 

Sarum Hall offers an exci ng and modern curriculum with an emphasis on ac ve learning. 

Pupils are encouraged to work to the best of their abili es and develop their natural 

talents to the full. Results are excellent and the girls progress to some of the leading 

independent schools in the UK. 

The School is proud of its caring ethos, which enables every girl to reach her poten al and 

to move to her next school equipped with self‐confidence and a sense of purpose.   

Informa on about the School, together with its latest Inspec on report and its policies can 

be seen on its web site (www.sarumhallschool.co.uk). Further informa on is available on 

request. 

 Introduc on 
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Job Descrip on 

Overview 
 

The Bursar and Clerk to the Governors is appointed by the Governors in close consulta on 
with the Headmistress. The Bursar is responsible for the non‐academic aspects of the 
School and reports to the Headmistress, who is accountable to the Governors for the 
overall leadership and management of the School. The Bursar is also accountable to the 
Governors for the proper use, alloca on and management of the School’s resources and is 
a member of the School’s Senior Leadership Team. 
 

Applicants are not required to have previous experience of being a school bursar. Where 
necessary, the School uses the services of external professionals with the relevant 
qualifica ons and experience to assist the Bursar and the Headmistress with the 
performance of their du es. The Bursar has direct or line‐management responsibility for 
the following areas at the School: 
 

 Finance and administra on 
 Clerk to the Governors and Company Secretary 
 Human resources 
 Facili es management, including catering and cleaning 
 Health and safety 
 ICT 
 Le ng 
 Community and public benefit 
 Risk Management and insurance 
 Marke ng and development 
 Other areas of responsibility (as detailed below) 

These responsibili es are expanded upon in the sec ons below.  
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Finance and Administra on 

 Maintaining the accoun ng records of the School and preparing termly management 
accounts. 

 Being the main signatory for the School, together with the Headmistress or a Governor, 
on all bank and investment accounts and contracts entered into on behalf of the School. 

 Preparing budgets, es mates and cash‐flow forecasts and supervising income and 
expenditure in rela on to them, for both the whole School and by Department. 

 Co‐ordina ng with the school auditors who a end annually a er the end of the financial 
year and who prepare the final accounts. 

 Overseeing the prepara on of the pupils’ bills and the collec on of all fees and other 
dues. 

 Being responsible for the payment of all salaries, including PAYE, superannua on and 
Na onal Insurance and liaising with the School’s outsourced payroll providers. 

 Scru nising and paying all invoices and statements of account via bank transfer (using 
the Sage Supplier Payments and Natwest Bankline payments systems), credit card, direct 
debit or cheque, together with buying or procuring—either directly or indirectly ‐ the 
principal commodi es for the School’s consump on or use. 

 Cash management and advising the Governors on general financial policy where 
necessary. 

 Being involved in the consulta on and implementa on of the School Development Plan, 
the long‐term strategy of the School and long‐term assessments of the School’s future 
financial performance. 

 

Clerk to the Governors and Company Secretary 

 Ac ng as Clerk to the Governors. 

 A ending all Board and Sub‐Commi ee mee ngs as appropriate. Distribu ng papers for 
Governors’ mee ngs.  

 Comple ng annual returns and ensuring compliance with all relevant legisla on. 

 

 Key areas of responsibility 
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Human Resources 
 Ensuring the Single Central Register is up to date and compliant at all mes. 

 Ac ng as advisor to the Headmistress and Governors on all staff employment issues with 
specific responsibility for ensuring compliance with all relevant aspects of employment 
law and procedures and taking advice from the School’s legal advisors when necessary. 

 Ac ng as Data Protec on Officer for the School. 

 Keeping the Employment Manual up to date. 

 Preparing employment contracts for all new staff. 

 Maintaining complete, accurate and compliant personnel files for all employees. 

 Upda ng the Staff Handbook annually together with the rest of the SLT. 

 Managing the recruitment process, especially with regard to Safer Recruitment 
procedures, for administra ve, support and teaching staff. 

 Administering pension schemes for all staff in conjunc on with the School’s pension 
advisors. 

 Overseeing the Training Register for staff and Governors and booking training courses. 

 Dealing with (or assis ng the Headmistress in dealing with) disciplinary, grievance and 
capability ma ers. 

 Appoin ng and managing the non‐teaching staff, in par cular the facili es manager, the 
catering manager, the administra ve staff, the Health & Wellbeing Coordinator. 

 Line management, including appraisal, of the facili es and administra ve staff (currently 
no more than 4 individuals). 

 

Facili es Management, including catering and cleaning 
 Arranging the maintenance and upkeep of the school buildings, plant and equipment. 

 Managing ad‐hoc minor building projects and overseeing any major building projects in 
conjunc on with the relevant par es and the Governors. 

 Ensuring the security and safety of the site. 

 Overseeing the gardeners and Facili es Manager for the upkeep of grounds and gardens. 

 Controlling the safety and security of high‐value assets of the School. 

 Monitoring catering and cleaning service standards and levels, and regular review of 
performance against contract, as well as scru ny of financial performance against 
agreed budgets. 

 Through managing the outside caterers, ensuring excellent standards of catering and 
cleanliness are provided to pupils and staff and that the school kitchen and equipment 
are well maintained, and overseeing compliance with Health and Safety and Hygiene 
regula ons. 

 Managing hospitality, including coordina ng with the catering staff on budgets, staffing 
and menus for events. 

 Appoin ng new external cleaners or caterers as required when approved by the 
Headmistress and / or the Governing Body. 
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Health and Safety 
 Ac ng as Health and Safety officer for the School and mee ng regularly with the 

Governors responsible. 

 Ensuring that all the ac vi es of the School operate in a safe and compliant manner and 
that adequate risk assessments are made before any new ac vity is undertaken, and 
that risk assessments are regularly reviewed, updated and recorded. See also Risk 
Management and Insurance, below. 

 Co‐ordina on and development of policies to comply with the relevant requirements of 
the Independent Schools Inspectorate and Health and Safety legisla on including 
RIDDOR (Repor ng of Injuries, Diseases and Dangerous Occurrences Regula ons) and 
other statutory requirements. 

 Ensuring that the School is compliant with Independent Schools Standards Regula ons 
(ISSRs) with respect to Health and Safety.  

 Drawing issues rela ng to Health and Safety and security to the a en on of the 
Headmistress, the SLT and Governors, as necessary. 

 Holding termly Health and Safety Commi ee mee ngs with the Governors. 

 Ensuring that all new staff are given Health and Safety and fire awareness training. 
 

ICT 
 Ensuring the smooth running of the School’s internal IT systems and overseeing the 

work of the IT support staff. 

 Ensuring adequate backup of the School’s servers. 

 Managing and maintaining the hardware, including managing the rolling replacement 
scheme. 

 Assis ng with the development and maintenance of the School’s website and intranet. 
 

Le ng 
 Working with the Food & Nutri on Coordinator to ensure maximisa on of the Food 

Studio asset for Public Benefit and commercial benefit. 

 Le ng of School premises for occasional external func ons, including community use 
for public benefit. 

 

Community and Public Benefit 
 Assis ng the School in discharging its responsibili es with regard to Public Benefit, as set 

out by the Chari es Commission. 

 Overseeing the prepara on of the School’s annual Travel Plan and related parent, pupil 
and staff surveys. 

 Managing the School’s bursary scheme. 
 

Risk Management and Insurance 

 Maintaining the School’s Risk Register and Risk Management Policies. 

 Overseeing all risk assessments (see also Health and Safety, above). 

 Supervising the School’s insurance. 
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Marke ng and Development 
 Working with the Headmistress and Governors (if appropriate) on the crea on and 

implementa on of the School’s marke ng strategy and budget. 

 Having input into the development and maintenance of the School’s prospectus, 
website and other marke ng materials. 

 
Other areas of responsibility 
 Being involved in the arrangements for inspec on of the School by ISI and Ofsted. 

 Ac ng as correspondent for the Department for Educa on and being responsible for the 
records and returns required. 

 Ac ng as correspondent and point of contact for other outside agencies which are not 
the Headmistress’s responsibility, including local authori es, service industries and other 
local organisa ons. 

 A ending all SLT and full staff mee ngs and other mee ngs as appropriate. 

 Undertaking any other du es or responsibili es as may from me to me be reasonably 
assigned to the Bursar by the Headmistress or the Governors. 
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 Person Specifica on 

 Essen al 

These are quali es without which the 
Applicant could not be appointed 

Desirable 

These are extra quali es which can be 
used to choose between applicants 
who meet all of the essen al criteria  

Qualifica ons 

The professional, technical or 
academic qualifica ons that the 
Applicant must have to undertake the 
role or the training that they must 
have received. 

 
 Educated to degree level or 

equivalent relevant work 
experience  

 Relevant professional 
qualifica ons (e.g. 
accountancy or business 
management qualifica on or 
similar)  

The professional, technical or 
academic qualifica ons that the 
Applicant would ideally have to 
undertake the role or the training that 
they should ideally have received. 

 
 Membership of relevant 

professional bodies  
 Recent child protec on 

training 
 First aid qualifica ons 
 Postgraduate training  

Professional 
Experience, Skills 
and Knowledge 

The categories of work or 
organisa ons, types of achievements 
and ac vi es that would be likely to 
predict success in the role, and the 
skills and knowledge required by the 
Applicant to perform effec vely in the 
role. 
 

 Financial exper se with 
prac cal experience. 

 Previous experience working 
as part of a leadership team ‐ 
including strategic planning, 
administra on, financial 
management and project 
control.  

 Line management of support 

staff  

The categories of work or 
organisa ons, types of achievements 
and ac vi es that would be likely to 
contribute to success in the role, and 
the skills and knowledge that would 
enable the Applicant to perform 
effec vely in the role. 
 

 Project management 
 Experience of property and 

facili es management, 
including project management 
and/or site development. 

 Experience of working in an 
IAPS school 

 IT skills/Office 365 experience 



10 

 

 Person Specifica on 

 Essen al 

These are quali es without which the 
Applicant could not be appointed 

Desirable 

These are extra quali es which can be 
used to choose between applicants 
who meet all of the essen al criteria  

Personal 
competencies and 
quali es 

The personal quali es that the 
Applicant requires to perform 
effec vely in the role and to ensure 
that the Applicant safeguards and 
promotes the welfare of children and 
young people. 

 Ability to communicate and 
share financial informa on in a 
concise and clear way, both 
orally and on paper. 

 A person with vision and 
someone to develop 
strategies; ability to think 
strategically 

 A en on to detail 
 Ability to manage a mul tude 

of tasks,  priori se effec vely 
and to use own ini a ve and 
work without supervision 

 A team player who is willing to 
roll up their sleeves and be 
hands‐on 

 Interpersonal skills to interact 
with governors, staff, girls and 
parents 

 Commitment, someone who is 
pro‐ac ve, energe c and 
enthusias c 

 Confiden ality 
 Collegiality  
 Reliability 
 A good ci zen  
 Generous spirit 
 Emo onal resilience  

The personal quali es that would 
assist the Applicant to perform 
effec vely in the role. 
 
 
 

 Ability to stand back and view 
poten ally difficult situa ons 
with a sense of detachment in 
order to be able to reach 
objec ve decisions 

 To enjoy working in a team 
 Ability to form and maintain 

appropriate rela onships and 
personal boundaries with 
children and young people and 
colleagues 

 A willingness to be involved in 
the wider life of the school. 

 Have an understanding of, and 
sympathy towards, 
independent school ethos and 
charitable status  
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The Applica on Process 

 Applica ons should be made by comple ng the a ached applica on form and sending it 
with your CV and a covering le er explaining why you are applying for the post and why 
you believe that you are suitable.  The le er should be addressed to the Headmistress.  
Your completed applica on (le er, applica on form and CV) should be sent by email to: 

Bursar.Vacancy@sarumhallschool.co.uk 
 The School has engaged the services of David Williams of BursarSearch and candidates 

interested in the role may give him a call on 07713 091657, or email him at 
david@bursarsearch.com should they require any further informa on or clarifica on 
regarding the applica on process. 

 Closing Date: Friday 7th May 2021 
Applica ons must be received by 12.00 noon 

 First round interviews will take place virtually:  Week commencing 17 May 2021. 
 Final interviews will take place: Week commencing 24 May 2021. 
 Candidates who are called to Final Interview will be given a tour of the School and meet 

both the Deputy Head and the current Bursar. They will be invited to complete a 15 
minute desk top exercise, covering a few of the issues that confront any Bursar. The 
process will end with a further interview at which each candidate will give a 5 minute 
presenta on on a set topic. 

The Start Date and Remunera on 

 The role is available to start as soon as possible, but no later than Monday 23rd August 
2021 (in order to facilitate an orderly handover). 

 The salary for the post is compe ve and will be commensurate with the successful 
candidate’s skills and experience.  

 Salaries are reviewed annually by the Governors. 
 In addi on to public holidays, there is an en tlement to 8 weeks’ annual holiday.  
 Generous remission of fees (subject to the standard admission requirements and 

availability of places). 
 Non‐teaching staff are en tled to join the contributory pension scheme for the support 

staff, to which the employer contribu on is 12.5% for the Bursar. 

Terms of the Appointment 

Any offer to the successful candidate will be condi onal upon: 
 Verifica on of iden ty, age, qualifica ons, professional status and en tlement to work in 

the UK. 
 Two sa sfactory references, one of which should be from the candidate’s current or 

most recent employer 
 DBS check 
 

Sarum Hall School is commi ed to safeguarding and promo ng the welfare of children 

and young people and expects all staff and volunteers to share this commitment. 

Applicants must be willing to undergo child protec on screening appropriate to the post, 

including checks with past employers and the Disclosure & Barring Service. 

 The Applica on and Selec on process 


