
 

 

 

 

 

 

 

APPOINTMENT OF  

DOMESTIC BURSAR 
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November 2021 

 

 

DOMESTIC BURSAR 

Working Hours:  8.00 -17.00 Monday to Friday, (1 hour daily unpaid breaks) 

  Term time (33 weeks) + 8.6 weeks out of term time worked 

6 weeks Annual Leave plus 8 Bank Holidays paid  

Salary:   £32,878 Gross £31,100 Prorated (above hours and weeks)  

 
General Information for Candidates 
 
Old Buckenham Hall was founded in 1862 by Ellen and Margaret Ringer. In the 158 years that have 

followed, the School has become known as one of the leading Pre-Preparatory and Preparatory 

schools in the country. A co-educational school for children aged three to 13, we serve a boarding and 

day community and send children on to some of the best public schools in the UK. Many of these 

pupils leave having achieved scholarships. Regular destinations include Eton, Harrow, Oundle, 

Uppingham and Rugby, as well schools in the Cambridge area and in East Anglia. The School firmly 

believes in a rounded education, where there is a strong emphasis on pastoral care and opportunity 

for all. We believe that happy children who are well taught are given an outstanding platform for 

future success. 
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Context of the Appointment 
 
Old Buckenham Hall is an extremely successful preparatory school in Suffolk. Since the 2018 

appointment of David Griffiths as the ninth Headmaster in 160 years, the School has been fully 

refurbished and a progressive Senior Management Team is leading a period of exciting development.  

In May 2021 the School enjoyed a successful Focused Compliance and Boarding Inspection, and as 

this academic year has begun the School has welcomed record pupil numbers. It is a very exciting 

time to be joining the School. 

OBH was inspected by ISI in May 2021. We were rated as Excellent in both categories with inspectors 
noting: 

‘Pupils of all ages are energetic, enthusiastic, confident and happy learners.’ While the pupils were 
‘well prepared for the next stage of their education which they embrace with confidence and 
excitement.’ 

We are looking to appoint staff, who are committed in their approach to education as well as keen to 

explore and contribute fresh ideas. Most importantly, we seek colleagues, who are willing to throw 

themselves into the broader life of the School, but do so with enthusiasm and a sense of humour. In 

return, we offer a beautiful working environment within rural Suffolk. 

 
  



 

4 
November 2021 

JOB DESCRIPTION 

 

Job Title:    Domestic Bursar 

Reporting to:   Director of Finance and Operations   

 

Main Responsibilities: 

To ensure safe, value for money, reactive and planned Domestic Services, which meet the business, 
needs.  
 

KEY DUTIES: 

1. Leading and managing the School’s Domestic and Housekeeping teams; including monitoring 
performance and absence levels, conducting appraisals, recruiting new employees and 
ensuring that knowledge/training is up-to-date.  

2. Ensure that the highest practicable cleaning regime is maintained throughout the school.  
3. Monitor and develop the catering service to the highest standards including functions and 

events.  
4. Production of termly menus using seasonal produce, considering the impact on our carbon 

footprint and our purchasing, storage and cooking service efficiency.  
5. Proactively plan and organise all catering requirements and staffing for upcoming events, 

attend weekly calendar meetings and communicate with the Domestic Manager and Head 
Chef.  

6. Management and control of the annual Domestic Services and Cleaning budgets, planning 
menus and monitoring monthly expenditure within budgetary limits.  

7. Annually review appropriate H&S policies, risk assessments, COSHH records and 
domestic/cleaning procedures, which comply with current regulations; attend termly H&S 
Committee meetings; raise awareness of the importance of Health and Safety ensuring all 
domestic staff have up to date hygiene and H&S training. 

8. Assist with energy management procedures and sustainability/Eco initiatives liaising with the 
Environment Sustainability Committee.  

9. Review all domestic and housekeeping service contracts to ensure we receive best value for 
money and in line with our business requirements, e.g. washroom or catering equipment 
maintenance contractors 
 

 

MANAGEMENT AND COMMUNICATION  
1. Leadership, management and supervision of all school domestic, laundry and cleaning staff 

including weekly briefing of the teams.  
2. Report absences to the HR Executive Assistant so that they can update records with completed 

‘Return to Work’ forms and self-certificate forms for onward referral to payroll.  
3. Follow guidance from HR Executive Assistant and Director of Finance and Operations to 

ensure safe, efficient and compliant recruitment and HR practices are followed in the 
management of your department. 

4. Liaise with the Head of Boarding/Nurse in respect of special dietary plans.  
5. Co-ordinate cover, including during the letting of school accommodation to outside agencies.  



 

5 
November 2021 

6. Co-ordinate and supervise (in conjunction with the Director of Finance and Operations) 
domestic arrangements for the catering and cleaning preparation for letting to outside 
agencies. 

7. Liaison with the Estates Manager to plan and coordinate the work of the Domestic team to 
ensure that all areas are cleaned efficiently, following planned maintenance and 
refurbishment programmes;  

8. Liaison with the Estates Manager concerning routine house maintenance and repairs. 
 
 
General 

All school staff is expected to: 
 

• Work towards and support the school vision and the current school objectives outlined in 
the School Development Plan. 

• Support and contribute to the school’s responsibility for safeguarding students. 
• Maintain high standards of attendance, punctuality, and appearance. 
• Engage actively in the performance review process. 
• Adhere to Old Buckenham Hall policies. 
• Cover for absent colleagues  
• To have professional regard for the ethos, policies and practices of the school, and maintain 

high standards in your own attendance, appearance and punctuality. 
 

 

Note 

This job description is not your contract of employment or any part of it. It has been prepared only for 
the purpose of school organisation and may change either as your contract changes or as the 
organisation of the school is changed. Nothing will be changed without consultation. 

The duties and responsibilities of this post may vary from time to time and post holders may be 
expected to undertake other duties of a similar nature, which are considered appropriate. 

All duties will be carried out within recognised procedure or guidelines and appropriate training will 
be given where necessary.  The post holder will be required to undertake and/or maintain training / 
professional development associated with this position. 

 

At Old Buckenham Hall we are committed to safeguarding children and expect all staff and 

volunteers to share this commitment. All successful applicants are required to complete Disclosure 

Application Forms, which means providing criminal conviction information, and must be prepared 

to undergo checks as relevant to the post, including with the Disclosure and Barring Service.  
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PERSON SPECIFICATION 

Skills Required 

• Excellent client facing skills 
• Ability to work under pressure to meet deadlines/multi-tasking. 
• Highly numerate with experience of managing budgets 
• Excellent IT skills including Microsoft Office packages/databases 
• Strategic thinker  
• Excellent communicator 
• Excellent oral and written communication skills 
• Excellent negotiating and influencing skills. 
• Creative 
• Analysis skills 
• Ability to identify key priorities and delegate. 
• Self-motivated. 

Essential 

 

Knowledge/Experience Base 

• Experience of leading, managing, motivating and developing staff and teams  
• Experience of domestic services, hospitality, operational or events 

management 
• Experience of improving operational processes 
• Experience in Project management  
• Familiarity with an educational setting  
• Experience of managing a wide range of stakeholder relationships 

Essential 

 

Qualifications/Attainment 

• Relevant professional qualification (e.g. Higher National Diploma and City & 
Guilds: Cleaning and Support Services or Food and Housekeeping or Catering 
Management). 

Essential 

 

Attitude/approach 

• Able to work on own initiative as well as part of a team 
• Attention to detail 
• Ability to search for solutions to problems 
• The ability to deploy an appropriate communication style to different 

audiences 
• Excellent organisational and time management skills 
• Work flexibly with an adaptive approach  
• Professional personal presentation 
• Reliable and trustworthy 

Essential 
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DOMESTIC AND HOUSEKEEPING TEAM 

 

Director of Finance & 
Operations

Domestic Bursar
(Events, Housekeeping 

& Catering)

Head Chef
(In Weekends 

Saturday)

Domestic Assistants
(Pantry & Evening 

Dining Room) 
x 7

Chef
(Out Weekends 

Saturday)
Kitchen Assistants 

x 2

Housekeeping 
Manager

Domestic Assistants
(Cleaning & Lunchtime 

Dining Room) 
x11


