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Job Title:

Purchase Ledger Officer
Responsible to: 
Head of Finance
Job Purpose:
The post holder will be responsible for the whole purchase ledger process, from purchase orders through to invoices and reconciliation. You will work as part of the finance team to provide a professional and efficient service. Duties will include processing and coding purchase invoices, bank receipts and payments, preparing and running BACS payments, reconciling supplier statements and providing assistance with year-end accounts and audits. 
Key Tasks & Responsibilities:

1. To take lead responsibility for the completeness, accuracy and integrity of the purchase ledger.  To process supplier invoices via the College’s computerised accounting system.

2. Performing regular supplier statement reconciliations, confirming all balances on internal system, match supplier’s statement, resolving any discrepancies.
3. Analyse all credit cards and the relative entries for each card, obtaining receipts for all entries and coding to correct departments.

4. To maintain supplier details on the purchase ledger.

5. Communicating with both external and internal stakeholders, following up on any queries or discrepancies.
6. Ensure invoices and other financial documentation is correctly filed to ensure ease of retrieval and compliance with financial procedures.

7. Liaising directly with suppliers, customers and internal stakeholders in resolving any queries.  
8. To raise and issue purchase orders via the receipt of purchase order requisitions.

9. Processing payments on a regular basis to suppliers.

10. To provide management information reports as required.

11. To comply with the College’s policies and procedures including Health and Safety Legislation,            Safeguarding Children and Vulnerable Adults, and Equality, Diversity and Inclusion.

12. To comply with the requirements of the General Data Protection Regulation (EU) 2016/679 (“GDPR”). It is the responsibility of individual staff members to protect data and to take all reasonable steps to ensure data are kept securely.
13. To perform other duties commensurate with the post as required by the line manager.
Person Specification
Qualifications attainments
GCSE Maths Grade C or equivalent essential
AAT qualified or willingness to work towards (Desirable)
Experience / Knowledge
Working knowledge of accounting payable processes, controls and accounting standards.
Good IT skills and highly proficient in the use of Microsoft Office – Word, Excel, Outlook.

Experience of general ledger account reconciliations and payment runs.

Accurate coding and recording of transactions.

Experience of working in an office environment utilising IT systems.
Familiarity or working knowledge with various software packages (Strode College currently uses Open Accounts)
Skills and competencies

Active listening: Able to gather all relevant information through effective questioning and summarising.

Computer literate with experience of using a variety of software including Microsoft Office at Advanced level (essential)
Able to analyse numerical data to identify trends and key messages (essential)
Able to make constructive suggestions about own work and taking action to implement them.

Monitoring agreed objectives and measurement systems within the quality systems.
Able to plan activities considering all the necessary resources needed to meet the team’s objectives.

Able to produce reports which are succinct, accurate and coherent, meeting the College’s required standard.

Able to approach a specific role with drive and enthusiasm.

Able to express ideas and information in a manner that is appropriate, concise and accurate.

Able to approach objectives positively in the face of pressures from a variety of sources.

Team player: Able to display a respect and sensitivity towards the needs of others, as well as being supportive and proactive in the achievement of common interests.

Able to recognise problems and deal with difficulties effectively and decisively.

Initiative and energy to work to a high standard under pressure.

Terms and Conditions
1 This post is for 37 hours per week full year.
2 The salary is £22,666 - £24,840 per annum. 

3 Holiday entitlement is 27 days per annum.

4 The successful applicant will be required to apply for an enhanced disclosure from the Disclosure and Barring Service.  Further information about the Disclosure scheme can be found at www.disclosure.gov.uk or by contacting the information line on 0870 90 90 811

5 The post is subject to a six-month probationary period.  This is seen as essentially a supportive time however unsatisfactory performance may lead to termination of contract.  During the probation period 4 mandatory training units must be undertaken. The training sessions are Safeguarding Children including Prevent, Health and Safety and Equality Diversity & Inclusion. All staff must keep up to date with the document Keeping Children Safe in Education.

6 The appointee will be brought automatically into the Local Government Pension Scheme.  Contributions are 5.8% of salary.

7 It is a condition of appointment that the salary will be paid directly into a bank or building society account.

8 Sick leave will be in accordance with the procedures laid down by the Strode College Board of Governors.

9 In the interest of health and safety and a pleasant working environment, the College operates a No Smoking Policy and wishes to draw this to the attention of applicants. 
As an equal opportunities employer, Strode College particularly welcomes applications from those who are disabled or members of ethnic minorities since these groups are at present under-represented on the Strode staff.
Interviews are planned for Thursday 14 July 2022
Completed application forms should be returned to Carol Corbett, HR Officer, Strode College, personnel-enquiries@strode-college.ac.uk by 9.00am Friday 8 July 2022
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