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School Bursar

Roles & Responsibilities

Bright School is seeking a highly organised and proactive School Bursar to lead the school's financial, administrative and operational systems, ensuring accountability, efficiency and long-term sustainability. Reporting to the Head Teacher and working in close collaboration with TEACH Rwanda, the Bursar will oversee financial management, school administration and the school feeding programme, while supporting the effective implementation of TEACH Rwanda programmes within the school. The role will strengthen systems, support informed decision-making, and ensure compliance with organisational policies and procedures. Through sound financial management, effective collaboration and a commitment to continuous improvement, the Bursar will play a key role in creating a well-managed school that enables high-quality teaching and learning.

School Operations & Administration
Ensure efficient, well-organised, and responsive school operations by maintaining accurate records, streamlining administrative systems, and fostering a professional, reliable, and service-oriented environment that enhances school operations and efficiency.
· Maintains efficient administrative systems that ensure accurate record-keeping, effective communication and the smooth operation of the school.
· Manages school communications, ensuring information is shared accurately, professionally and in a timely manner.
· Coordinates office operations, resolving administrative issues and ensuring compliance with school procedures and policies.
· Manages office resources efficiently, ensuring adequate supplies to support uninterrupted school operations.
· Provides effective administrative support to the Head Teacher and school leadership through accurate documentation, meeting coordination and timely follow-up.
· Maintains professionalism, confidentiality and positive working relationships with students, parents, staff, TEACH Rwanda, suppliers and other stakeholders.

Financial Management & Accountability
Ensures financial integrity, stability and sustainability through accurate record-keeping, transparent reporting, effective budget management, and full compliance with organisational and regulatory requirements.
· Maintains accurate and transparent financial records, reconciliations and reports to support effective school financial management.
· Manages school income and expenditure, ensuring accurate payment records, timely follow-up and clear financial updates.
· Supports the development and monitoring of annual and termly budgets aligned with school priorities.
· Tracks expenditure against budgets, identifies variances and provides timely financial updates to support decision-making.
· Analyses financial performance and recommends improvements to strengthen efficiency and sustainability.
· Manages financial controls, ensuring expenses are processed accurately and in line with approved procedures and policies.
· Oversees procurement processes and documentation, ensuring transparency, value for money and compliance with audit and statutory requirements.
· Supports the development and improvement of financial systems, policies and processes to strengthen efficiency and accountability.
· Develop, manage and oversee the school's payroll system, ensuring the accurate and timely processing of employee salaries, statutory deductions, and all government tax obligations.

School Feeding Programme & Kitchen Operations Management
Oversees efficient and accountable kitchen operations by managing staff, controlling costs, ensuring consistent food supply, and maintaining accurate financial reporting to support a reliable school feeding programme.
· Ensures smooth kitchen operations by maintaining organisation, addressing challenges and upholding cleanliness and food handling standards.
· Supervises and supports kitchen staff, ensuring clear roles, accountability, effective teamwork and professional conduct.
· Manages kitchen finances through effective budgeting, accurate cost tracking, financial reporting and identification of efficiency improvements.
· Manages food and supply procurement efficiently, maintaining reliable supplier relationships, adequate stock levels and accurate purchasing documentation.

Communication & Stakeholder Relationships
Builds and maintains strong, professional relationships with parents, colleagues, suppliers, and TEACH Rwanda teams through clear, timely, and respectful communication that supports collaboration, trust, and effective problem-solving.
· Communicates clearly and professionally, ensuring timely information sharing, responsive follow-up and effective stakeholder engagement.
· Builds respectful, trust-based relationships with stakeholders and approaches challenges with a professional, solution-oriented mindset.
· Collaborates effectively with school and TEACH Rwanda leadership, supporting coordination, information sharing and alignment across teams.
Job Requirements
· Educational Qualification: A2 or A1 degree in Accounting, CPA or a related field.
· Technical Skills: Proficiency in computer systems, QuickBooks and KudiBooks, word processing, and internet usage. Knowledge of office equipment and procedures, with strong organizational and time management skills.
· Analytical & Problem-Solving Skills: Ability to analyse information and resolve issues effectively. Takes proactive steps to improve processes, solve problems, and contribute to team success.
· Communication Skills: Strong verbal and written communication skills in Kinyarwanda and English.
· Attention to Detail: Ability to accurately read, enter, and update records. Prioritizes tasks effectively to meet deadlines and maintain efficiency.
· Time management: Prioritizes tasks effectively to meet deadlines and maintain efficiency.
· Responsiveness: Ability to follow up on recommendations and feedback from the school Head Teacher and TEACH Rwanda.
· Willingness to Learn: Eagerness to develop new skills, particularly related to education innovation and child-development

Personal attributes
· Open-mindedness and lifelong learning: Demonstrates curiosity, a growth mindset, and a commitment to continuous professional development
· Adaptability: Embraces diverse learning styles, environments, and challenges with flexibility and resilience.
· Collaboration and respect: Works effectively with colleagues, students, and stakeholders to foster a positive and productive environment. Values diverse perspectives and treats all individuals with dignity.

Salary and benefits
Salary of 347, 244 Rwf gross per month plus standard benefits (national holidays, medical insurance, family leave, etc.). TR office in Muhanga. Computer and internet/phone airtime provided. Open-ended contract after successful completion of 3-month probationary period. Annual performance review. 21 days paid leave.

Please apply to using email address teachrwandahr@gmail.com with:
· Cover letter referencing the experience you have specific to the roles and responsibilities identified above. 
· Up to date CV

Deadline Friday 24th July 



Vision 
Rwanda will be a nation of analytical thinkers, confident communicators, collaborative innovators, and 
compassionate leaders, with a culture that embeds life-long learning based on play and projects.

Mission
Collaborate with education leaders through teacher capacity-building to implement global best practices
 in play and project-based learning that will result in a world-class education system in Rwanda.
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