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JOB DESCRIPTION

	JOB TITLE:

        Purchase Ledger Clerk
Sector/Section:                        Financial Services Department

Scale                                        Scale 4
Directly responsible to:            Management Accountants



	PURPOSE OF JOB:
To ensure effective, efficient and accurate processing of financial transactions through to the Purchase Ledger.

All staff work generically and are expected to be familiar with and work in other areas of the section.


	MAIN RESPONSIBILITIES AND DUTIES:
· Supplier Invoices & Credit Notes

a) To prepare all invoices/sundry payments for input to the system.

b) To process purchase orders ensuring correct authorisation and coding is obtained for all expenditure.
c) Responsibility of reviewing and updating the list of authorised signatories. 
d) To liaise with Budget Holders and suppliers on all invoice and coding queries ensuring that all are resolved promptly.
e) Distribution of controlled order pads.
f) Reconcile and review supplier statements resolving any outstanding balances/credits promptly.
· Payment Management

a) Review proposed payment list prior to authorisation and agree cheque run with PL Supervisor.

b) Ensure that all cheques are authorised correctly, promptly sent out to suppliers and that all voided cheques are returned to the Treasurer for audit purposes.

c) Ensure that all cancelled cheques are processed on the ledger and passed to the Treasurer.

d) To provide daily/weekly information on supplier payments to assist the Treasurer to manage the College’s cashflow.
· Month End/Year End Procedures

a) Ensure month end procedures are completed and reviewed to comply with strict deadlines.

b) Review disputed items and credit balances, taking action to resolve promptly.

c) To assist Management Accountants in the processing of the month end accrual journal, ensuring the correct loading routine into the financial accounting system and complying with strict deadlines.

d) Responsible for preparing month end reports showing the position of Purchase Ledgers balances.
· Audit


a) Preparation of information for Internal / External Audit requirements.

b) Implement all Audit recommendations.
· General


a) General administration of section’s paperwork

b) To assist in the provision of ad hoc reports as requested.

c) Create and post relevant journals.
d) Provide information,advice,guidance and training on Purchase Ledger procedures

e) To assist in the development and implementation of new processes and procedures.
f) Responsible for communicating effectively with Budget Holders to ensure compliance with all deadlines and College  procedures. 

g) Assist with reviewing and updating Financial Regulations & Procedures with a view to constant improvement.

h) Work flexibly and efficiently, maintaining the highest professional standards and promote and implement the policies of the Department
i) Work effectively and effficiently within the FSD team and provide cover where necessary.

j) Undertake all relevant training in persuance of increased effeciency and effectiveness of the section.

k) Perform duties/services not only for the Corporation but also for any subsidiary, if required.
l) Undertake such other duties as may be required by the Executive Director Finance, commensurate with the grade and nature of the post.

m) In carrying out their duties the Purchase Ledger Clerk must:-
· Comply with Health & Safety regulations

· Be aware of the College statement on Health and Safety

· Be fully aware and comply with the College policy on Equality and Diversity .

· To actively contribute to the College’s safeguarding children and safeguarding vulnerable adults agenda.


	PHYSICAL CONDITIONS
Place of Work
The post holder will be based at Deane Road, however due to the nature of the post the postholder may be required to work at any premises at which it may from time to time provide services including all Community locations.

Working Hours
You will be expected to work 37 hours per week. Your pattern of work may vary from time to time.  In normal circumstances where you work beyond your contracted hours, time off in lieu may be given or overtime may be payable.  
Training
The College wishes to encourage support staff to increase their skills and qualifications for the benefit of the individual and the College.  The post holder may therefore, at the discretion of the management, be required to undertake training and development appropriate to present and future needs of the College.

All support staff will be required to participate in an annual staff development review.

Probationary Period
If the post holder is a new employee to the College, the first 9 months of employment will be a probationary period, during which the suitability of the post holder for the position will be assessed.   The Corporation reserves the right to extend the probationary period, if, in its opinion, circumstances so require.  During the probationary period, the employment may be terminated either by the post holder or by the Corporation on giving one months written notice.  The Corporation’s Disciplinary Procedure will not apply during the probationary period.

Appraisal
The post Holder will be required to participate in a staff appraisal scheme approved by the Corporation.

Smoking
In the interests of Health & Safety, smoking is not permitted in Bolton College.
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