Person specification 
	Job Title 
	Bursar and Office manager 
	Date created 
	24.04.26

	Factor 
	Essential
	Desirable
	How assessed

	Education, training and qualifications
	· GCSEs (or equivalent) in English and Mathematics (Grade C/4 or above) 
· Relevant qualification or substantial experience in finance, business administration, or school business management
	· Professional qualification (e.g. AAT, DSBM, CSBM or equivalent) 

	Certificate 

	Experience
	· Experience of day-to-day financial management, including budget monitoring 
· Experience of administrative systems and processes 
· Experience of managing or supervising staff 
· Experience working in a busy office environment 

	· Experience within a Birmingham or local authority school setting 
· Experience of BCC financial systems and processes 
· Experience working with governing bodies or finance committees 
· Experience of estates or facilities oversight 

	Interview and application form 

	Skills and competence
	· Strong financial management and analytical skills 
· Understanding of budgeting, forecasting, and financial reporting 
· Knowledge of financial compliance and audit requirements 
· Demonstrate ability to be proactive and leading in HR administrative processes 
· Awareness of health & safety and estates management responsibilities 
· Excellent organisational and time-management skills 
· High level of IT competence, including financial systems and spreadsheets 
· Ability to communicate effectively with a wide range of stakeholders
	· Knowledge of BCC financial returns and procedures 
· Experience of financial benchmarking and analysis 
· Familiarity with school MIS and finance systems 


	Interview /Task / application form 

	Personal qualities
	· Professional, approachable, and resilient 
· High level of integrity and attention to detail 
· Ability to work independently and use initiative 
· Strong problem-solving skills 
· Commitment to teamwork and supporting school improvement 

	
	Interview /Application Form 

	Other
	
	
	

	
	
	
	




