	


	JOB DESCRIPTION



PURCHASE LEDGER ASSISTANT 
Full year/Permanent
Part-time (20 hours per week worked over 3 afternoons and a full day 9.00-4.00 on Fridays)
Job Purpose:
To run Accounts Payable including purchase ledger and purchasing cards. Cover duties of Finance Assistant in their absence.  Any other duties relating to a post within the Finance Department
Accountability:
Finance Manager
The postholder will work within a small and busy Finance Team providing an efficient, effective service for the College using a computerised accounting system and Parentpay online payment system.  Necessary training will be given where required.

Key Responsibilities:
· Purchase orders and invoices: check and input on a daily basis

· Credit cards: chase any cardholders who have not submitted a monthly transaction log reconciled to their statement; ensure that all transaction logs match statements and follow up any discrepancies; journal all purchases onto the comprised accounting system
· Purchasing queries: respond to queries from suppliers and staff
· Cover: carry out the duties of other members of the Finance Team in their absence

Tasks associated with Key Responsibilities:
· to check and assign cost centre, ledger code and project code for all purchases prior to inputting

· to ensure that all purchase requests have been authorised by relevant budget holder within their limits prior to ordering
· to purchase items on a College credit card on behalf of departments that do not have a credit card of their own
· to input purchase orders and purchase invoices onto the computerised accounting system on a daily basis.  This may extend to scanning invoices in future
· to match purchase invoices to purchase orders and delivery notes.  Where these are not available, ensure that relevant budget holder approves invoice to acknowledge order and receipt of goods
· to identify prepayments on invoices received and inform other members of the team

· to respond to purchasing queries from suppliers and budget holders
· to reconcile suppliers statements to College record of outstanding purchase invoices
· to collate month end credit card transaction logs and reconcile to credit card statement. Prepare journal and post to ledgers
· to administer payments made to students, monthly direct debit/debit card and Paypal transactions and reconcile to bank statement.  Prepare monthly journals and post to ledgers
· to inform staff of purchasing procedures and ensure that they are followed
· to assist College staff in all matters relating to financial administration and financial queries
· to help Finance Assistant process receipt and banking of incoming cash, including receipt of monies through Parentpay
· to help Finance Assistant set up items for on-line payment on Parentpay system, monitor on-line payments and inform departments of on-line payments received.  Communicate passwords, user names and information on new items for payment to parents and students. Actively encourage students, parents and staff to switch to on-line payments

· to maintain records required for HMRC on all self-employed suppliers 
· to assist Finance Manager in month-end and year-end procedures including journal input
· to prepare and input monthly journals relating to internal transfers and for recharging print costs and hospitality 
· to be responsible for Health and Safety within areas of own responsibility as laid out in the College Health and Safety policy

· to take part in the College Professional Development and Performance Review Scheme
· to take part in staff development days where required.  Overtime will be paid for this

· to be committed to the safeguarding and promotion of the welfare of children and vulnerable adults

· to actively promote Safeguarding, British Values and the College’s Preventing Vulnerability strategy
· to carry out such other duties as may reasonably be required

The information given within the Job Description is intended to provide the postholder, and College managers, with an understanding and appreciation of the workload of this particular post and its role within The Sixth Form College, Solihull.

The Job Description outlines the main duties and responsibilities under broad headings.  It is not intended to specify every job activity or item in detail.

All College employees are expected to work flexibly to ensure that the responsibilities of their post are fulfilled efficiently and effectively according to the needs of the College and its students.

NB:

Job descriptions are subject to change because of the changing environment in which the College operates.  

Signed ………………………………………………
Date ………………………………….
	

	GENERIC JOB DESCRIPTION

Professional Services Staff


The following Generic Job Description is applicable to all Professional Services Staff and is designed to meet the needs of the College community.  It will be reviewed at least bi-annually.

Raising Standards of Achievement

· To work as a whole staff to raise standards of achievement for all our students.

· To adhere to the College’s policies and practice.

· To promote the College’s ethos in every aspect of the role presenting a positive image to the community.

· To act as a role model for our students, promoting our vision and values.

· To work flexibly to support the College’s needs; this may include the need to work beyond the confines of the normal working day, for which time off in lieu will be given in accordance with the College’s Time Off In Lieu Policy.

· To undertake any reasonable task as directed by the Principal.

· To be proactive in suggesting and supporting change for the benefit of the College community.

· To work outside the immediate role and team as necessary to ensure the smooth running of the College e.g. exam invigilation.

Our Students

· To be responsible for assisting with and monitoring the welfare, care and safety of students e.g. acting as a student mentor

· To take responsibility for reporting inappropriate student behaviour while on site to relevant staff and dealing with incidents if able, appropriate and necessary.

· To note, share and celebrate student achievement.

· To be aware of and work to achieving the College’s Strategic Priorities.

Support, Training and Professional Development

· To participate in Staff Briefings, Staff Meetings and whole College meetings as appropriate.

· To participate in whole College training and Staff Development Days as appropriate.

· To participate in the College’s Performance Management Programme.

· To make a full commitment to the delivery of the College’s policies for Health and Safety and Equality and Diversity.

· To actively promote Safeguarding, British Values, Prevent and the College’s Promoting Resilience: Preventing Vulnerability strategy.  

· To participate in professional development and training, cascade acquired skills and knowledge to colleagues and train individuals as appropriate.

· Training, support and assistance will be given, if and when needed, to help deal with student control and behaviour, coaching and other duties such as exam invigilation, accompanying trips, etc.
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