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Government of Anguilla 

Public Sector Development Programme
	JOB DESCRIPTION - 2

	JOB TITLE: Bursar, ALHCS

	MINISTRY

Social Development
	DEPARTMENT

Education
	SECTION


	UNIT



	GEOGRAPHIC LOCATION

The Valley


	TITLE OF IMMEDIATE SUPERVISOR


Principal ALHCS



	TITLE OF ALL POSITIONS DIRECTLY SUPERVISED


	JOB FUNCTION
Manage cashiering and centralized accounts systems for the ALHCS as well as manage and coordinate activities of other support staff engaged in keeping complete books and other receipts for the school.  



	JOB TITLE:
Bursar, ALHCS

	KEY DUTIES

1. Assist the Principal of the school in setting the annual budget and long-range financial planning. 

2. Manage all finances of the school, public as well as voluntary funds and petty cash.

3. Authorize all official purchase orders and prepare settlement of accounts payable. 

4. Liaise with the Treasury and Education Departments regarding all matters of school finance. 

5. Monitor expenditure and report to the Principal and Board of Governors' Finance Sub-committee. 

6. Allocate monies to departments at the start of the financial year. 

7. Ensure that the school's standing orders relating to expenditure are adhered to (ie Guidelines for Financial Management in schools). 

8. Monitor the expenditure of the school funds and chair the School Fund Committee. 

9. Oversee all insurance matters relating to the school. 

10. Advise the Governors' Finance Committee annually on any changes to charges for lettings. 

11. Ensure that receipts are issued for all monetary transactions, that funds are banked promptly and that monthly reconciliations are made.

12. Attend meetings of the Board of Governors and advise the association on financial matters (when required). 

13. Prepare financial statements and schedules as required; compile data for preparation of operational reports.

14. Prepare, review and check all year-end financial reports and all monthly financial reports.

15. Be responsible for external bookings of school premises. 
16. Oversee the work of all non-teaching staff. 

17. Liaise with the Human Resource Department of Public Administration. 

18. Take part in the Performance Management process for non-teaching staff. 

19. Report to the Governors' Personnel Committee on all matters affecting employment and conditions of work. 
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20.      Attend meetings of the Senior Management Team and Governors' Committees when 
           required.

EXPECTATIONS

21.      Initiate new ways of doing things and embrace and contribute to change.

22.       Embrace the use of ICT to improve services offered to customer.

23.       Live the attributes of the Leadership Statement.

24.       Foster a culture of teamwork and collaboration.
25.       Participate in disaster management activities designed to prepare for, mitigate

            against and respond to disaster events.

26.       Strive consistently to provide excellence in customer service in the public sector.
27.      Perform other related duties as required by the job function.



	B. RESOURCES
PEOPLE:

	CATEGORY

Clerical Officer

Senior Clerical Officer


	NUMBERS



	MONEY:                            Payments and Bank lodgments

	TOOLS, EQUIPMENT, MACHINERY, MATERIALS:

Computer                                                   Photocopying Machine

Calculator                                                  Fax Machine

Normal Office Stationery                         Binding Machine

Laminating Machine



	C. KEY AUTHORITIES
Authorised to:
         (I)     Plan, organise, coordinate and implement the school’s financial activities.

         (ii)    Develop, implement, administer and control school cash.

        (iii)    Administer school budgets.
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	D.  QUALIFICATIONS
Applicants must posses at least four (4) CSEC passes subjects including English together with and Accounting certificate and three (3) years experience in a similar or related position.   Candidate should also have a flair for working with figures and should be computer literate.

The possession of an Administrative Professional Secretary’s Diploma or Certificate in Secretarial Science or Certificate in Public/Business Administration would be an asset. 




This document is intended to reflect key requirements related to the principal functions of your job and must not be construed to be a description of all tasks that may be inherent in the job.
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