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Recruitment Information 

                  PA to the Bursar 
 

 
 

 

 
 

Pipers Corner is a GSA Independent School for girls aged 4-18. Set in 96 acres of beautiful Chiltern 

countryside, the School is four miles north of High Wycombe and two miles from Great Missenden. In 

its most recent ISI Inspection (February 2019) the School was graded as “excellent” in all categories. 

 
Founded in 1930, the School was established on its current site in 1945. The School now comprises 

600 pupils and employs more than 170 staff. In recent years Pipers Corner has experienced a 

significant demand for places and we remain over-subscribed. We believe that investing in talented 

and inspirational teaching staff and professional support staff is at the heart of our success and 

recent academic results bear testament to this. 

 
Above all Pipers Corner is a school of individuals – there is no typical “Pipers” girl. We support the 

girls to fulfil their academic and personal potential, enabling them to emerge as mature, confident and 

independent young women. Academically successful, our girls progress to further study at Oxbridge 

and other top universities or specialist dance, drama and music colleges. 

 
For more information, please visit www.piperscornerschool.co.uk 

Follow us on Twitter: @PipersCornerSch 

Like us on Facebook: www.facebook.com/PipersCornerSchool 

http://www.piperscornerschool.co.uk/
http://www.facebook.com/PipersCornerSchool


The Role 

The purpose of the role is to support the Bursar in all aspects of his responsibilities. Our ideal candidate will 

have exceptional interpersonal and communication skills; be confident, able to demonstrate initiative, with the 

ability to build and sustain strong working relationships across the School, the Board of Governors and the 

wider school community. 

Principal Responsibilities 

 

Managing the Bursar’s Office 

• Ensure confidentiality is maintained across all matters both verbal and written 

• Responsible for the logging, tracking of bursary applications, including liaising with the Finance 

Manager 

• Meet and greet all visitors at all levels of seniority 

• Screen calls, enquiries and requests; use initiative where appropriate  

• Manage the Bursar’s electronic diary and assess priority of appointments and reallocate where 

necessary 

• Process all mail for the Bursar 

• Draft and produce letters and emails on behalf of the Bursar 

• Maintain electronic files and hard copy files (where necessary) 

• Assist the Bursar in researching and following up on matters which fall under the Bursar’s 

responsibility, chasing responses, set triggers for follow up actions 

• Produce documents, briefing papers, reports, presentations for the Bursar 

• Ensure the Bursar is well prepared for meetings, prepare agendas, arrange pre-meets if required and 

provide minutes and or meeting papers 

 Board of Governors 

• Support the Bursar in his role as Clerk to the Governors 

• Assist in the preparation of all Board papers 

• Manage the schedule for Board of Governors meetings, collate and distribute all board papers to the 

relevant Committees  

• Diarise meetings and arrange refreshments as required 

• Minute meetings as and when required 

• Be proactive by ensuring the Bursar is aware of future activities and events, follow up action points 

where necessary 

• Ensure all Governors complete an annual Declaration of Interests and sign-off that they have read and 

understood the School’s Safeguarding Policy 

 



 

• Organise Governors’ induction and external training 

• Maintain the Governors’ on-line Library and data 

Meetings 

• Organise, attend and minute the Bursar’s weekly coordination meeting 

• Organise termly Bursar’s update meetings for support staff 

 

Operational programmes 

• Collate and circulate weekend and holiday programmes including diary events, staff in residence, 

security rota and bursary staff availability 

 

Telephones, Licences 

• Manage the provision of the school mobile telephones for trips 

• Maintain records and returns for school licences and contracts 

 

Staff matters and induction 

• Collate and maintain records of Bursary staff holidays  

• Advise PA to Headmistress and HR of Bursary staff absence 

• Schedule the Bursary staff performance review meetings 

• Organise paper-based Bursary inductions for all new staff and ensure induction papers are kept up to 

date in terms of staffing or procedural changes 

 

Compliance 

• to support the Bursar and the Senior Leadership Team in preparing for Inspection 

 

Staff are responsible for their own professional development and together with their line manager 

are encouraged to identify courses which might address any areas for future growth. 

 

 



Person Specification 

Requirement Essential Desirable 

Qualifications 
• Educated to at least A Level standard, with a 

pass in both GCSE English and Maths 

 

 

Experience/ 

knowledge 

 

• Proven experience as a PA, a high-level 
administrator or as an Office Manager 

• Proficient in the use of MS Office, especially 
Word and Excel 

• Experience of working to tight deadlines 
 

• Experience of working in 
education 

 

Key skills 
• Excellent verbal and written communications 

skills 

• Excellent interpersonal skills 

• Strong organisational skills and the ability to 
work independently 

• Ability to build and sustain strong working 
relationships across the organisation and at all 
levels 

• Excellent attention to detail and accuracy 

• Ability to manage workload and prioritise 

• Discretion and the ability to deal with 
confidential information appropriately 

 

 

Personal Attributes 
• The successful candidate will be: 

• An excellent communicator 

• Have a professional, helpful, friendly and 
diplomatic approach in order to ensure a 
positive image is conveyed 

• Motivated with drive and enthusiasm 

• Reliable and flexible with a “can do” approach 
to all duties and responsibilities 

• Resilient and able to cope with the rigors of a 
busy school environment 

• Have a clear understanding of the importance 
of working as part of a team 

• Able to stay calm under pressure 

• Diplomatic, discreet, confidential and 
professional  

• Committed to the School's values and ethos 

 

 



Remuneration 
 
Salary dependent on experience, 37.5 hours per week, 30 days’ annual leave, plus bank holidays, lunch 
provided.  
 
All new staff appointments are subject to verification of medical fitness, receipt of two satisfactory references and 
clearance from the Disclosure and Barring Service at Enhanced level. 

 
 
Application Procedure 
 
An application form can be downloaded from our website https://www.piperscorner.co.uk/ or obtained from the 
Human Resources Department, email hr@piperscorner.co.uk 
 
Completed application forms and a covering letter setting out relevant experience and qualifications and reasons 
for applying for the role should be addressed to the Bursar and returned to the HR department via the email 
address above. 
 
Closing date: 19 February 2021 
 
Interview date: 22 February 2021 
 

 
Suitable candidates may be interviewed before the closing date and Pipers Corner reserves the right to withdraw 
the position if an early appointment is made. 
 
 
Pipers Corner School is committed to safeguarding and promoting the welfare of children and young people and 
expects all staff and volunteers to share this commitment. The successful applicant will be subject to an 
Enhanced DBS check. At Pipers Corner we are committed to providing a well-structured staff development 
programme to enhance personal and team development. We are an equal opportunities employer. 
 
 
Registered Charity No. 310635 

https://www.piperscorner.co.uk/
mailto:hr@piperscorner.co.uk

