JOB DESCRIPTION TEMPLATE
Bursar
Provided by Excelon Associates, excelonassociates.com. Replace the bracketed placeholders with your institution details and adapt any section to fit your posting.
Position Details
Institution: [Institution Name]
Location: [City, State]
Reports To: [Reports To]
Classification: [Full Time, Exempt]
Salary Range: [Salary Range]
About the Role
A Bursar oversees the daily financial operations of an educational institution. The client, a school in Delray Beach, is seeking a Bursar to manage accounts, ensure compliance with regulations, and provide financial reports to school leadership. The ideal candidate pairs strong financial acumen with sharp organizational skills and the ability to multitask effectively.
The role sits at the center of the school's money: tuition coming in, vendors and payroll going out, the annual budget, and the reporting that tells leadership where the institution stands. It is a hands-on finance position within the higher education sector that rewards accuracy, discretion, and steady process discipline.
Key Responsibilities
Daily Financial Operations
1. Supervise daily cash flow management for the institution.
1. Handle accounts payable and receivable.
1. Maintain accurate records of tuition fees and receipts.
1. Generate regular expense reports.
Budgeting & Analysis
1. Develop and manage the annual budget.
1. Conduct cost and productivity analyses.
1. Design and update financial procedures.
1. Review employment contracts and service terms.
Reporting & Coordination
1. Coordinate with local authorities and school leadership on financial matters.
1. Provide performance reports and identify investment and funding opportunities for school management.
Qualifications
Education
1. Bachelor's degree in Accounting, Business Management, or a related field. Certification in School Administration is advantageous.
Experience & Skills
1. Proven experience as a Bursar, with strong financial management abilities and knowledge of accounting procedures and best practices.
1. Familiarity with budget preparation and cash flow management, plus proficiency in MS Excel and other relevant software.
1. Effective time management and prioritization skills, with excellent analytical and reporting ability.
Compensation and Benefits
[Describe salary range, bonus or incentive structure, health and retirement benefits, paid time off, and any relocation assistance.]
How to Apply
[Provide application instructions, a contact email, or a link to your applicant portal.]
Equal Employment Opportunity
[Institution Name] is an equal opportunity employer. All qualified applicants will receive consideration for employment without regard to race, color, religion, sex, sexual orientation, gender identity, national origin, disability, or protected veteran status.
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