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Job Specification


Purchase Ledger Officer
Responsible to:
Procurement Manager
Grade of post:
Scale 5 SCP19 – SCP 22



£22,550 - £24,617
Hours of work:
37 hours per week
Work location:
Wellington Road Campus
Job Purpose:
· Responsible for the professional and efficient handling of payments to, and relationships with, suppliers and partners of the Procurement Ledger Team.

· Ensure that the Procurement Ledger Team operates within transparent and objective procedures that are aligned with Financial Regulations and the values of the College.

Key Responsibilities

1. To ensure that payments to, suppliers and partners are managed using a professional and systematic approach.

2. Ensure that invoices are matched and processed for payment in a timely and accurate manner.

3. To prepare BACS batches for suppliers and learners to agreed timetables, for review by the Procurement Manager.

4. To prioritise payments in a systematic and objective way and in line with the College values in order to ensure that business drivers/student needs are met, whilst working within the College cash flow.

5. Review on a monthly basis the aged creditors list and the registered invoices list with the Procurement Manager, and ensure all ledges are kept accurate and up to date.

6. Assisting colleagues with new supplier set up process.
7. Investigating supplier invoices and purchase order queries.
8. Promote regular, accurate and proactive communication, whether it be verbal or written, with internal and external stakeholders.
9. Review procedures and documents to improve the efficiency of the service provision to internal and external stakeholders.

10. Attend meetings with Budget Holders in order to inform of any changes to procedures, and to resolve any issues arising.
11. The Purchase Ledger Officer will provide accurate, timely and auditable assistance in the administration of the College procurement process, and work with cross College departments ensuring that processes are fully compliant with current College Financial Regulations and to support the procure to pay process to promote and execute the vision of Procurement. 

Other Duties and Responsibilities

· To carry out all duties in accordance with the College’s Health and Safety policies and procedures.
· To carry out any other duties as directed by your Line Manager.
Safeguarding

The College is committed to safeguarding and protecting the welfare of learners and expects all who work with or on behalf of the College to share this commitment.  All roles within the College therefore are subject to DBS regulations.

The College considers that the job holder for this role should have a DBS Enhanced Other.
Equality and Diversity

We are committed to the promotion of equality of opportunity in all of our activities and to encouraging access to our College from all groups irrespective of race, gender, age, disability or sexual orientation. We are working to create an environment in which cultural diversity and individual difference are positively valued in an atmosphere free from harassment and discrimination. We take our legal and moral obligations with respect to equal opportunities seriously and welcome dialogue with groups and individuals on ways in which our equal opportunities policies and practice can be enhanced.
	Education/Qualifications

	Essential:
	S/L
	I
	A

	·  Minimum Level 2 in Maths and English or equivalent
	x
	x
	

	Desirable:
	S/L
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	· Other relevant qualifications

· AAT Diploma

· Business Administration Level 2
· Book keeping skills
	x

x
x

x
	x

x
x
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	Experience and Technical Skills

	Essential:
	S/L
	I
	A

	· Experience of working in a financial environment, able to demonstrate understanding of accounting issues and have a good understanding of end to end Purchase Ledger.
· Proficiency in the use of Microsoft Excel
	x

x
	x
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	Desirable:
	
	
	

	· Familiar with Unit 4 Finance Database

· 2 years purchase ledger experience
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x
	x
x
	

	Personal/Behavioural Attributes

	Essential:
	S/L
	I
	A

	· Team Player

· Ability to work to deadlines

· Ability to resolve and reconcile issues with limited supervision by identifying sources of errors, making retrospective corrections and ensuring that appropriate changes are put in place to prevent reoccurrence.

· A positive and independent approach

· Excellent communication skills and organisational skills and be able to manage a busy workload independently

· Tact, diplomacy and empathy

· Good interpersonal and communication skills

· Strong organisational skills
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S/L = Short Listing        I= Interview         A=Assessment 
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