
BURSAR JOB DESCRIPTION 

OVERALL RESPONSIBILITIES 

1. To have authority over and responsibility for the domestic, conference, financial and 
estate management side of the College’s operations. 

2. To work alongside the Principal in managing institutional development and 
implementing the College’s Business Plan. 

3. To work collegiately with the academic, administrative and support staff, with line 
management responsibility all non-academic staff. 

DETAILED RESPONSIBILITIES 

1. To provide detailed and efficient financial management; to compile and present 
appropriate accounts, budgets and forecasts, for the Finance and General Purposes 
Committee and the House Council. 

2. To communicate and liaise with funding bodies, in particular, the Ministry 
Division of the Church of England and Dioceses.  

3. To manage contracts, pay and pension for all staff. 

4. To work with other members of staff in financial aspects of negotiations. 

5. To supervise the college's role in the payment of student grants and loans, and in 
the invoicing of students and others for the use of guest rooms and other college 
facilities. 

6. To ensure that the college's administration and catering services are provided 
efficiently and cost-effectively. 

7. To maximise the use of the House's conference facilities and oversee the work 
necessary to ensure the success of conferences and summer courses. 

8. To supervise the letting of student rooms and other college properties, both to 
students and to external tenants. 

9. To supervise the maintenance of the fabric and grounds and any building projects. 

10. Work with the Development Director to raise funds for the college. 

11. To ensure, in collaboration with other colleagues, effective recruitment and management of 
administrative, secretarial, catering and domestic staff. 

12. To attend the House's Domestic Committee and liaise appropriately with students and 
their families over domestic matters. 

13. To attend Oxford college committees, such as Domestic Bursars Committee and the 
Estates Bursars Committee. 

14. To ensure regulatory compliance 

15. To act as Company Secretary, ensuring annual filings to Companies House and to the 
Charity Commission are made in a timely fashion. 


