
DEPARTMENT OF FINANCE

JOB DESCRIPTION

	POST TITLE:


	Finance Officer (Financial Services)

	

	SALARY:

	Job Family Group 5 

From £23,195 (SCP16) to £24,610 (SCP20) 

per annum pro rata
(Depending on qualifications and experience)

There will be an opportunity for progression within this pay range. 

	

	CONTRACT TYPE:
	Business Support

	
	

	HOURS:
	0.5  FTE, 18.5 hours per week
Days to be worked Wednesday afternoons, Thursday & Friday, flexible hours between 8am and 6pm (core hours are 10am - 12pm and 2 - 4pm)


	REPORTING TO:                         Senior Finance Officer (Financial Services & Systems) 


	CLOSING DATE:
	Tuesday 4 April 2023 at 09:00 am

	
	


INTERVIEW DATE:

          Tuesday 11 April 2023
If you have not been contacted within 14 days of the closing date of the position, you should assume that, unfortunately, on this occasion your application has been unsuccessful.

The information given below is intended to provide an outline of the responsibilities of the job and its role within Preston College. The job description outlines the main duties in general and is not intended to be exhaustive. The post holder will be expected to work in a flexible, proactive manner to carry out such duties as are necessary and to communicate effectively with all work colleagues.

MAIN PURPOSE OF THE JOB

The post holder will support the Senior Finance Officer (Financial Services & Systems) in the delivery of a comprehensive, high quality financial service to the College.

The post holder will be expected to plan and organise their workload to ensure that targets and deadlines are met. They will also be required to work flexibly and effectively both individually and as a team member to achieve team objectives and ensure departmental deadlines are achieved.

The post holder will process a range of debtor, creditor and bank transactions on the ledgers on a timely basis, carry out credit control duties and ledger reconciliations.

This is a generic post. The post holder may be required to carry out any, but not all, of the following tasks, as required by the business needs of the College.

Credit Control

· Responsibility for credit control on a range of  customer accounts

· Making telephone calls to customers to discuss queries, agree payment dates 

· Printing and issue of statements and reminder letters 

· Give initial advice on payment plans proposed by customers facing financial  difficulty

Processing transactions – invoices, payments, receipts etc

· Processing purchase ledger invoices, credit notes and other adjustments, including staff and student transactions

· Setting up of accounts on the payments and sales ledgers 

· Processing staff expenses 

· Raising manual sales invoices and credit notes

· Processing debit/credit card transactions

· Processing BACS and cheque payment runs

· Processing direct debits and other sundry payments

· Preparation of direct debits for collection of fees

· Processing sales ledger receipts

· Processing other miscellaneous receipts

· Preparation of journals 

· Scanning of purchase invoices and other documentation

Maintenance tasks

· Maintenance of notes detailing current status of supplier and customer accounts

· Monitoring and resolving debit balances on purchase ledgers on a timely basis

· Monitoring and resolving credit balances on sales ledgers on a timely basis

· Allocation of general ledger account transactions

· Monitoring and reporting breaches of the college’s Financial Regulations

Reconciliations

· Preparation of purchase ledger statement reconciliations and follow-up of queries 

· Comparison of customer records on finance system and student records system (EBS) and follow up of queries

Cashier Duties

· Undertake the cashier functions of the College

· Assist with treasury management duties and support the production of cashflow forecasts

· Assist with the review of all security procedures relating to the collection and payment of monies within College.

· Processing of Petty Cash

· Importing the bank transactions into the finance software

· Produce monthly bank reconciliations

Development and Training

· Work with other members of the Finance team to continually improve systems and processes

· Contribute to the development, production, and implementation of College accounting and financial policies and procedures

· To provide, help or support any training required by college staff

General Duties

· Assist in ensuring effective Financial control across the College

· Assist with the internal and external audit processes, including resolving queries, and implementing recommendations

· Assist with the college enrolment process

In addition to the above duties, the post holder will be required to perform other duties which are assigned from time to time.  However, such other duties will be reasonable in relation to the individual’s skills, abilities and grade.

EQUALITY AND DIVERSITY STATEMENT

The College recognises its responsibility to ensure that all students and staff are treated with dignity and respect and that equality, diversity and inclusion are promoted throughout the organisation. Recruitment for positions in the College will be carried out in a manner which accords with best equal opportunities practice.  The selection of candidates for interview will be based on the person specification and applicants should bear this in mind when preparing their applications and completing the application form.

The postholder will be expected to adhere to College policies on Equality and Diversity, Health and Safety and Quality Assurance.

SAFEGUARDING LEARNERS STATEMENT

Preston College is committed to safeguarding and promoting the welfare of children and young people and vulnerable adults and expects all staff to share this commitment. All Preston College staff are required to undertake mandatory Safeguarding training. The successful candidate for this appointment will be required to apply for Enhanced Disclosure for regulated activity through the Disclosure and Barring Service at a cost to themselves.   At present this fee is £38.00 and payment will normally be deducted from your first month’s pay.  Further information on the Disclosure process can be found at www.gov.uk/government/organisations/disclosure-and-barring-service.

VALUES & BEHAVIOURS 
Committed to Learning: 

· We are dedicated to our teaching, learning and support, responding to customer 
needs
· We continually pursue excellence in everything we do

· We are open to change, new ideas and we share information and knowledge

Respect & Consideration:

· We treat each other, our college and our community with respect and consideration
· We value the achievements of every person in the college

· We work together as one college, whilst recognising individual contribution

Customer Focused:

· We are all representatives of the college and will act in a way that best represents our values and behaviours
· We demonstrate consistently strong performance

· We seek what is best for the college and the people it serves

Integrity & Honesty:

· We challenge anything that is inconsistent with our values
· We are accountable for our actions

· We act honestly, ethically and legally in all that we do

Make it Enjoyable:

· We encourage a positive and supportive environment
· We make time to help others

· We care about the success of the college
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PERSON SPECIFICATION 

	
	Essential/Desirable
	Method of Assessment


	Experience
	
	

	Minimum of one year’s experience of working in a busy Finance Office environment or similar
	E
	A and I

	Minimum of one year’s experience of using finance packages (e.g.ABS Open Accounts), Microsoft Office (Word, Excel, Outlook etc) and the internet
	E
	A, I and T

	Qualifications
	
	

	Level 2 qualifications in English and Maths at minimum Grade C
	E
	A

	Level 2 ICT qualification at minimum Grade C
	D
	A

	Knowledge, Skills and Abilities
	
	

	Ability to process data to a high standard
	E
	A, I and T

	Effective organisational, planning and administrative skills and ability to work to strict deadlines 
	E
	I

	Effective oral and written communication skills
	E
	A, I and T 

	Ability to establish good working relations with colleagues and learners
	E
	I

	Commitment to providing a quality service and to continuous quality improvement 
	E
	A and I

	Experience of handling cash, dealing with creditors and debtors  
	D
	A and I

	CORPORATE EXPECTATIONS
	
	

	A commitment to the expected values and behaviours associated with working at Preston College
	E
	I

	A commitment to safeguarding, equality and diversity and health and safety at Preston College
	E
	I

	OTHER REQUIREMENTS
	
	

	Willingness and ability to work flexibly throughout the week to cover office rotas and also occasionally, as required, at evening enrolment events  
	E
	A and I


Key:
A
Application Form         I    
Interview 

T
Test

Please note where the person specification states that criteria will be identified through more than one medium i.e. A / I, you must specify how you meet the criteria clearly at all stages in order to comply with the College’s Recruitment Procedure for Employees and Casual Workers. 
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