
    

Bursar and Chief Financial Officer 

From April 2022 or earlier if possible 

   
The School 

 

In addition to being a registered charity, Bethany is a co-educational, independent 

boarding and day School for pupils aged 11-18 years.  There are 360 pupils in the School, 

including 90 boarding pupils.  The majority of pupils remain in the School until they are 

eighteen and most proceed to University.  There are 71 pupils in the Sixth Form and in 2021 

95% of grades achieved at A level were A*-C.  The 2021 GCSE pass rates was 98% at 9-4 

(A*-C) grade.  

 

Bethany enjoys an ever-growing reputation, both locally and further afield, for the quality 

of its teaching and pastoral care.   As a result, pupil numbers are very buoyant.  In recent 

years the School has undertaken a programme of building development, including the 

construction of an indoor swimming pool, an extension to the sixth form building as well as 

a dedicated fitness building. The next phase of this development will include a purpose 

built performing arts space. 

 

The School is a Christian foundation with a strong community life.  All members of staff are 

expected to be in agreement with the Christian values and to attend Chapel with the 

pupils.  The School is well known for its high level of pastoral care for pupils.  In addition, it 

enjoys an international reputation for the education of dyslexic pupils.  Class sizes are 

small, rarely reaching more than eighteen pupils, and considerably less in the Sixth Form. 

 

The School is set in beautiful Kent countryside and the 60-acre campus is spacious and 

attractive.  It lies in the hamlet of Curtisden Green, mid-way between Goudhurst and 

Marden.  Central London is less than an hour’s journey from Marden Station, as are Dover 

and the Channel Tunnel.  For a small School, the high standard of sporting success and 

the extensive games programme are made possible by the expertise and commitment of 

the teaching staff outside normal lesson time.  The Duke of Edinburgh Award Scheme also 

enjoys remarkable success, as do the Performing Arts.  We have a hugely successful 

pupil/teacher/exchange programme with a senior School in Taiwan. 



 

The School is forward thinking in all aspects of teaching, learning and curriculum and has 

created a 10-year vision, Bethany 2026, for its education provision. 

 

Bethany 2026 is a School, which is: 

 

• Providing an innovative education relevant to the 21st century; 

• Encouraging the virtue of learning in young people delivering 21st century learning 

habits; 

• Living our Christian values through excellent pastoral care; 

• A flourishing School investing in the future. 

 

Furthermore, the School has a unique philosophy of learning centred on developing 

excellent learning habits in its pupils in order to instil in them the ‘Virtue of Learning’.  All 

teaching staff are encouraged to undertake their own action based research through a 

teacher-led Professional Learning Community model.  

 

In recent years the curriculum has been enhanced further and now includes GCSE 

Dance, and level 3 courses in Economics and Computing. In addition, all full-time staff are 

provided with a laptop computer and all pupils from Year 7 have their own laptop. This is 

complimented by a revised Computing curriculum in Key Stage 3 which includes coding 

and the opportunity for pupils to develop core computing skills. As a School we make use 

of Microsoft 365 for supporting teaching and learning and have a number of staff who are 

Microsoft Innovative Educators. Bethany was awarded Microsoft Showcase Statues in 

September 2021. We have used Teams to deliver a highly successful remote learning 

program during lockdown. 

 

General Salary and Conditions 

  

The normal basic hours of work are 8 am - 5 pm weekdays, although, given the seniority of 

the role, you will be expected to work such hours as are necessary for the proper 

performance of your duties. The Bursar/CFO will also be expected to attend appropriate 

evening and weekend  School events, including major functions such as Scholars Evening, 

Open Mornings and Prize Giving.  The annual holiday entitlement is 30 working days. Salary 

will be in the range £60,000 - £66,000 per annum. Staff pay is reviewed annually.  The 

Bursar/CFO will automatically be enrolled into the support staff pension scheme, which is a 

defined contribution scheme operated by Scottish Widows.  Private Medical Insurance 

and meals are also provided to staff whilst on duty during term time.   

 

The post is subject to the receipt of two satisfactory references (which may be taken up 

before shortlisting is finalised) as well the completion of a confidential medical 

questionnaire and an enhanced Disclosure & Barring Service check. Subject to entrance 

tests and places being available, children of full time Bethany staff may be educated at 

the School at 50% of the day fee rate.  

  

  



 

 

Bursar and Chief Financial Officer 
 

The Role 

 

The Bursar and Chief Financial Officer will proactively contribute to the strategic direction 

of the whole School.  He/she (They) will have operational responsibility for and effective 

oversight of all income, expenditure, business development and the responsibility of 

identifying other streams of non-fee commercial revenue, whilst continuing to monitor the 

optimisation of the School’s cost base. These are all crucial areas in the life of our School 

whilst we continue to operate within a highly competitive environment.   

 

The Bursar and Chief Financial Officer also performs the role of Clerk to the Governors and 

attends all Governors meetings.  As Clerk to the Governors, the Bursar and Chief Financial 

Officer 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 and Chief Financial 

Officer is also Company Secretary and designated Data Controller.  

 

The Bursar and Chief Financial Officer is accountable for the School’s finances, property 

management, Health and Safety and for the efficient and effective operation of support 

services including Estates and Facilities, IT, Administration, Marketing, Development and 

Catering. Underpinning these roles, is the responsibility for the following: compliance and 

risk identification, co-ordination and management, GDPR, Charity Commission and 

educational bodies’ liaison, relationship management and business administration of the 

School.  

 

They will manage a diverse range of support services, including building and facilities 

management, Health and Safety and legal and compliance obligations.   They will 

employ strong leadership, management and communication skills and will need to be 

enthusiastic and self-motivated.  

 

The Bursar line manages almost all of the support staff; the exceptions being the Human 

Resources Manager, Registrar and Headmaster’s Personal Assistant. 

 

The Person 

 

The Governors are seeking to appoint a Bursar and Chief Financial Officer who has the 

vision and imagination to see what is not yet the case and who possesses the energy to 

make it happen. Someone to develop the school building and financial strategy in an 

increasingly competitive marketplace.  They will be required to take the initiative in 

optimising income in all its forms and minimising expenditure at Bethany.   

 

The Bursar and Chief Financial Officer will either hold appropriate financial qualifications 

such as Chartered Accountant (ACA) or Certified Accountant (ACCA) or have the 

relevant financial experience at senior level as well as a proven track record of 

leadership, management, and strategic delivery.  The successful candidate will be 

expected to demonstrate strong financial literacy with first class analytical skills and the 

ability to develop long-term financial plans.   

 

They will be computer literate and be at ease working with accountancy software. 

 



The Bursar and Chief Financial Officer is a key member of the Senior Management Team 

and will be responsible for the day to day running of the non-teaching side of the School.   

His/her (Their) qualities of leadership and management responsibilities will be crucial to the 

smooth running of the School and therefore must at all times be willing to make key 

decisions and accept the responsibility that goes with that commitment.    

 

The Bursar and Chief Financial Officer reports directly to the Headmaster and where 

appropriate to the Chair of Governors, sharing with them the leadership of the School and 

contributing ideas and introducing measures to advance the School’s development and 

enhance its reputation. They will be expected to bear witness to those values which lie at 

the heart of this School and to “walk the talk”.  This role is invariably a role which requires 

good judgment, sensitivity, balance, trust and loyalty. 

 

The Senior Management Team  

 

The Senior Management Team (SMT) comprises of The Headmaster, Bursar and Chief 

Financial Officer, Deputy Head Academic, Deputy Head Pastoral and Human Resources 

Manager.   

 

The duties of the SMT are reviewed annually and it is a forum within which all issues relating 

to School operations and development are discussed and reviewed.  Within the Team, 

the full range of views is considered, and members are encouraged to articulate their 

views independently of whether they are in line with the general drift of feeling.  The Team 

does not vote but is influential and the Headmaster listens carefully to the advice he 

receives.  Members of the Team are expected to support decisions publicly that have 

been made, even though they may have argued against them within the Team itself.  The 

principle of collective responsibility exists within the Team and it is the responsibility of the 

members of the Team both to maintain contact with the staff and to defend School 

policy within the staff body.   

 

Key Role and Responsibilities  

 

Strategic Leadership 

 

• In conjunction with the Headmaster and Governors, prepare an overview of all 

financial matters related to the smooth running of the School; 

• Contribute and research innovative ideas on all matters relating to the School 

finances and operations; 

• Investigate and generate additions streams of revenue and optimise current ones; 

• Keeping abreast of wider developments in financial planning through attendance 

at courses and conferences and membership of appropriate national bodies e.g. 

ISBA. 

 

School Leadership, Management and Staffing  

 

• Participate as a proactive member of the SMT and support and participate in the 

duty rota when necessary; 

• Demonstrate, through personal working style, commitment to the School’s values 

and ethos; 

• Ensure compliance with ISI policies and contribute to the arrangements for 

inspection of the School by ISI; 



• Conduct and organise annual Performance Reviews and set up appropriate 

guidance and professional development opportunities for all support staff as per 

the line management structure; 

• Recruit, manage and motivate all the School’s support staff;  

• Effectively line manage those staff who report directly to them; 

• In conjunction with the HR Manager, assist in the preparation of contracts of 

employment for all support staff in line with the provided templates, ensure that the 

School complies with its Safer Recruitment Policy for the recruitment of all staff, and 

that the Single Central Register is up to date and compliant at all times;  

• Administer pension schemes for all staff in conjunction with the School’s pension 

advisors. 

 

Finance 

 

• Advise the Headmaster and Governors in the definition of the School’s short, 

medium and long term financial strategies, including contributing to and 

implementing the School Strategic Plan; 

• Maintain and follow the School’s procurement and expenditure authorisation 

policies, and ensure that these are implemented and followed; 

• Manage all the School finance systems and processes, including billing and 

collection of fees and other receivables, payment of all invoices, management of 

funds and investments, payment of salaries and associated benefits; 

• Prepare the final accounts and oversee the annual audit, termly accounts with 

balance sheet, KPI’s and monthly management accounts;  

• Advise on all taxation matters including VAT, Business Rates and Council Tax in  

conjunction with the School’s accountants’ advice on taxation matters; 

• Prepare in conjunction with the Headmaster and the Finance Committee the 

annual budget, taking into account both operational and capital expenditure 

requirements; 

• Forensically monitor income and expenditure in relation to budget and present 

monthly management reports to the Headmaster and Governors with commentary 

and recommendations as appropriate; 

• Fully understand and present a set of management accounts including profit and 

loss and balance sheet at each full Governing Board meeting. 

• Advise on School fee levels, remissions and salaries;  

• Prepare financial forecasts and financial appraisal for defined projects;  

• Monitor cash flow for current and future years;  

• Liaise with the School’s investment managers and stockbrokers and   

monitor and advise at regular intervals on the progress of the School’s 

investments; 

• Prepare the pupil bills, and collect all fees and other dues, including 

monitoring debts, and ensure the recovery of debts; 

• The payment of all salaries and wages, including PAYE, superannuation 

and National Insurance;  

• Scrutinise and pass for payment all invoices and statements of 

account; 

• Keep relevant and timely analyses of costs, grants and other statistical 

records; 

• Prepare long term assessments and forecasts (usually over a period of 

five years) on the future financial performance of the School; 

• Prepare financial appraisals of particular projects and potential returns 

on investment; 



• Advise on the financial implications of the charitable status/public 

benefit of the School and any actual changes to it; 

• Deal with the School’s income tax and rating assessments;  

• Administer the pension schemes for teaching and support staff; 

• The investigation, and if necessary, operation of alternate fee payment 

schemes; 

• Maintain close liaison with the School Bankers (NatWest) by provision of 

regular Management Accounts and forecasts; 

• Maintain and forensically monitor the School bank accounts – namely 

the current, deposit, endowment, loan and development accounts; 

• Oversee submission of annual returns to the Charities Commission and 

Companies House.  

 

Additional Revenue Generation 

 

• Optimise the use of the School’s premises to generate additional 

income; 

• Oversee the effective management and the collection of rents on any 

lettings of school premises; 

• Take an active and where appropriate a lead role in promoting 

philanthropic donations to the School to help fund projects or bursaries;  

• Establish and develop other sources of income for the School. 

 

 

Risk Management and Insurance 

 

• Maintain the School’s Risk Register and Risk Management Policies;  

• Oversee the production of all Risk Assessments (see also Health and Safety, below);  

• Liaise with insurance brokers on all maters in relation to School policies, claims and 

renewals ensuring that the correct level of cover is in place.  

 

Health and Safety 

 

The Bursar and Chief Financial Officer shares pivotal responsibility with the Headmaster for 

Health and Safety (H&S) duties as delegated by the Governors.  

 

In particular:  

 

• To act as the School’s named H&S Officer; 

• 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 drills and risk assessments are carried out; 

• Annually review all H&S polices;  

• Ensure appropriate and prompt training is provided for relevant staff with particular 

H&S responsibilities;  

• Advise the Headmaster and the Governors on H&S matters;  

• Oversee that all the activities of the School operate in a safe and compliant 

manner and that adequate Risk Assessments are made before any new activity is 

undertaken (this also includes Risk Assessments for School trips and outings).  These 

Risk Assessments are regularly reviewed, updated and recorded (see also Risk 

Management and Insurance above);  



• Co-ordinate and where necessary develop policies to comply with the relevant 

requirements of the Independent Schools Inspectorate and Health and Safety 

legislation including RIDDOR and other statutory requirements;  

• Ensure that the School is compliant with Independent Schools Standards 

Regulations (ISSRs) with respect to H&S;  

• Report on and make recommendations to improve in relation to Safety, Health, 

Environment and Security to the Headmaster and Governors;  

• Ensure, through delegated personnel where appropriate, that all staff have a 

strong understanding of all H&S and Fire regulations, providing induction to new 

staff and regular refresher training to existing staff;  

• To Chair the termly Health and Safety Committee meetings with relevant key staff 

including but not limited to Senior Nurse and HR Manager which are minuted and 

reported to the Board of Governors.  

 

Information Technology  

 

• Act as Data Controller for the purposes of the General Data Protection Regulations; 

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

needs of the School;  

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

Head of Computing and IT Services and other relevant staff.  

 

School Estate, Buildings and Grounds 

 

• Manage the contracts and service level agreements of third-party suppliers to the 

School, including transport and catering.  In liaison with the HR Manager ensure all 

relevant safeguards are in place as well as ensuring that they are providing the 

most appropriate service at the desired level of quality at a competitive price;  

• Effectively supervise the relevant personnel to ensure that all aspects of the estate 

are thoroughly and properly maintained; 

• Oversee hospitality for events, including facilities and catering; 

• Ensure that optimum use is made of the School site, buildings and resources in 

conjunction with the Headmaster and other members of staff; 

• As approved by the Governing Board, co-ordinate the production of outline 

specifications for new buildings, managing projects for new builds and for major 

refurbishments; 

• Obtain planning permission, appoint and work with professional advisors – 

architects etc. 

 

Clerk to the Board of Governors 

 

• Act as Clerk to the Governors, preparing and distributing papers, minuting 

meetings; 

• Oversee the publication of the minutes of the Governors’ subcommittee meetings; 

• Complete annual returns and ensure compliance with all relevant legislation.  

 

The Headmaster reserves the right to make reasonable adjustments to any or all of the 

above responsibilities/tasks. 

 

November 2021 


