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Our School 
 
Founded in 1910, Micklefield School is a leading, non-
selective, independent preparatory day school for up to 
298 boys and girls aged from 2 years 9 months to 11 
years located in Reigate, Surrey. 
 
Micklefield School is a happy and flourishing two-form 
entry school, where its pupils can enjoy all aspects of 
learning.  It fosters the pursuit of high standards in  
education, including behaviour, and encourages  
success in learning and confidence in every pupil to 
take his or her place in society.  The School’s aim is that 
children leave Micklefield School with the integrity and 
knowledge which they need to engage academically 
and socially in their subsequent lives, with the potential 
to be effective contributors and leaders within the 
community. 
 
The School creates a family atmosphere.  Each child is  
encouraged to develop his or her potential - whether  
academic, sporting, musical or creative - whilst  
becoming confident, responsible and independent 
members of the community.  Every member of the 
School staff prides themselves on knowing each of the 
children individually, creating an environment where 
trust and security encourage children to thrive.  All 
teachers and staff work with the School’s parents to 
instill respect, tolerance, perseverance and self-
discipline in the children.   

The School has a Christian ethos but welcomes children 
of all denominations, faiths and cultures. 
 
The standard of teaching and learning at Micklefield 
School is exceptional, and the strength and depth of 
the Senior Leadership Team, the teachers, teaching  
assistants and other school staff are evident.  The  
pupils are happy, nurtured, well-mannered and quietly 
confident.  The School benefits from the support of  
involved Governors and parents. 
 
The Council of Governors, supporting the Headmaster 
and Bursar, has ensured that the School is financially 
secure and well resourced. The Governors regularly  
assess the risks and remain committed to ensuring that 
Micklefield School continues to be sufficiently  
financially resilient to enable it to provide its pupils 
with a stimulating, caring, and challenging educational  
environment. 
 

The role 
 
We are seeking to appoint an Assistant Bursar to sup-
port the Bursar in all non-academic aspects of running 
the School.  This role will directly report to our newly  
appointed Bursar, Mr Talha Khan, who is a qualified  
accountant. The school's administration structure also 
includes a Premises Manager, PA to the Head &  
Registrar, Marketing Manager and two School Office 
Administrators.  

“The excellent level of achievement is the success-
ful fulfilment of the School’s aims to foster the pur-
suit of high standards and the encouragement to 
become successful learners.” - Latest ISI Inspection 



  Job Description - Assistant Bursar 

Principal role 
 

To keep up-to-date all accounting and administrative  
functions efficiently and contribute to the smooth  
running of the Bursary department. This role will suit 
someone with high numeracy and literacy skills  
including some accounting knowledge or background. 
Having some HR experience would be desirable.   
 

Key responsibilities 
 

Finance and Accountancy 
 
Maintain and operate the school’s financial (Sage) and  
pupils’ billing database (Engage) in line with agreed  
policies and procedures whilst promoting good  
practice.  
 
Billing and fees collection 
Manage the pupils’ billing database (Engage). Collate 
data for termly fee charges on spreadsheets, including 
extra charges. Prepare and enter termly fee  
information on Engage to generate invoices and credit 
notes for parents. Communicate with parents regarding 
fee queries and extra charges.  
 
Register bank payments against fee invoices and send 
statements and reminders to parents. Account for  
deposit payments, registration fees and refunds.  
Account for trip income and expenses. Record childcare 
voucher receipts and check eligibility. Maintain fee data 
and financial records for audit purposes and upload fee 
information from Engage to Sage.  
 
Administer the Early Year Free Entitlement (up to 30 
hrs) spreadsheet and manage the Surrey County  
Council online portal. Record and update all pupil  
details for EYFE (Early Years Funding Entitlement) 
claims. Handle all details required for funding i.e.  
Declaration forms and regularly check eligibility criteria.  
 
Purchase ledger and cashbook 
Operate and maintain the purchase ledger system on 

Sage, ensuring that all supplier information is accurate. 
Ensure all purchase invoices are recorded, properly  
authorised and processed for payment. This includes 
raising and matching purchase orders in line with the 
school’s procurement policy, and maintaining the  
purchase ledger file for the year end audit.  
 
Maintain the Sage cashbook by entering receipts and 
payments, and prepare monthly bank reconciliations. 
Assist the bursar in producing monthly cashflows and 
posting accounting journals.  
 
Manage the petty cash and assist the bursar in  
maintaining monthly credit card expenditure schedule.   
 
 

Human Resources 
 
Assist the bursar with the implementation of HR  
procedures and policies and maintaining up-to-date HR 
records.  
 
Assist the bursar with recruitment and producing  
standard employment contracts and maintaining  
absence records.  
 
Assist the bursar in managing payroll data and  
communication with the outsourced payroll provider.  
 
 

Administration 
 
Carry out various general admin tasks. (i.e. termly  
catering requirements, stationery and office  
procurement)  
 
During the school holiday period monitor the school 
office inbox and provide assistance with admissions.  
 
Assist teachers in producing financials for school trips. 
 
From time to time assist the bursar with any other  
administrative tasks.  



  The Candidate Profile & Personal Qualities 

The successful candidate is likely to meet and/or 
demonstrate the following characteristics: 
 

Essential 
 
Competencies or Skills 
 
• Experience of working with financial accounting  

systems administering the billing and purchase  
ledger function and dealing with invoices. 

• Some understanding of book-keeping and  
accounting principles with the ability to analyse  
data on Excel.  

• An eye for detail with high numeracy and literacy 
skills.  

• Able to meet deadlines and work cooperatively with 
other team members. 

• Good ICT skills, particularly the use of Excel and 
Word. 

• Tact and sensitivity when dealing with parents and 
members of staff. 

• Good organisation skills – able to keep a clean, tidy 
and well-ordered environment. 

• Able to maintain strict confidentiality.  
 
Qualities  
 
• Polite, approachable and confident with people at 

all levels 
• Commitment to high standards and continuous  

improvement 
• A ’can-do’ approach and positive attitude to  

innovation and change 
 
Qualifications 
 
• Bachelor’s degree in business, accounting or finance 
• Alternatively, a diploma in book keeping or finance   
 
Desirable 
 
• Experience of HR administration  
• An understanding of school fees’ systems 

  Employment Terms & Conditions 

Job title: Assistant Bursar - full-time 

Responsible to: The Bursar 

Hours: Full time 37.5 hours per week (all year round) 

Annual leave: 25 days + bank holidays 

Salary: £25k-£33k depending on experience and qualifications 



  Application Process 

Interested candidates are invited to complete the application form (CVs will not be accepted on their own) together with a 
short covering letter addressed to Mr Talha Khan, Bursar, which explains your motivation for applying. 
 
Candidates should send both documents by email marked Private & Confidential, care of the School Office at Micklefield 
School, 10 Somers Road, Reigate, Surrey, RH2 9DU; office@micklefieldschool.co.uk. 
 

The deadline for receipt of applications is noon on Friday 25 June 2021. 
 
 

Process following submission of the application form 
 

• All applications will be acknowledged by email.  If you have not received acknowledgement that your application has 
been received within two working days of sending it, please contact the School Office by telephone - 01737 224 212. 

 

• Monday 28 June – All applicants will be informed on whether or not they have been selected for a  

preliminary Zoom interview. 
 

• Tuesday 29 June - Preliminary Zoom interviews will take place.   

 

• Wednesday 30 June - Interview, with tests and tour of the School. 

 

• Thursday, 1 July - Offer made. 

 

• As soon as practicable - Start date. 

 
 
 

 

Micklefield School is committed to safeguarding and promoting the welfare of children and young people and  
expects all staff and volunteers to share this commitment.  Applicants will be required to undergo safeguarding 
screening appropriate to the post of Assistant Bursar, including checks with past employers and the Disclosure 

and Barring Service (DBS), sight of original qualification certificates,  
satisfactory references and a medical. 
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