
Job Description
Accounts Payable Officer
Post:


Accounts Payable Officer
Grade:


Scale 5
Section:

Finance

Hours:


36 hours (annualised hours contract)

Reporting to:

Management Accountant
Base:


Richmond 

MAIN SCOPE OF POST:

To lead the accounts payable function and manage the purchase order workflow.  To work with other departments to ensure that all financial transactions are recorded accurately and are properly allocated.
To be successful the Finance Officer must have  strong communication skills as the postholder will be required to explain financial concepts to other departments within the business when required.  Excellent organisational and problem-solving skills.  Attention to detail and knowledge of key financial concepts such as accruals and prepayments.  Additionally, have strong communications skills as there will be a lot of contact with key stakeholders including internal and external customers and suppliers.  A good time management and understanding of accounting systems, journals and month-end responsibilities in order to meet deadlines.
DUTIES 

1. Be main point of contact and responsible for the Accounts Payable function and managing the purchase order workflow
2. Day to day running of the purchase ledger including coding, registering and matching invoices; reviewing and reconciling  processing supplier payments.  Entering purchase orders where required.
3. Ensure new supplies are correctly set up on the finance system and be responsible for deactivating inactive accounts.
4. Be responsible for closing down of purchase ledger and carrying-out month end routines and reconciliation.
5. Be the main point of contact for all purchase ledge queries both internal and external.

6. Reconciling supplier statements and investigate and resolve any supplier queries.

7. Supporting finance users and budget holders with their queries.

8. Fully participate in college student enrolment periods and assist with cashiering duties when required.

9. To be responsible for maintaining accurate supplier records, both physical and electronic filing.

10. To support the management accountant as required.

11. Train finance users on the purchase order system and support when required.
MAIN RESPONSIBILITIES
1. To code, register, scan and match invoices against purchase orders and ensure any differences  are investigated

2. To check and post invoices authorised by finance users.

3. To process regular bacs payment runs, refunds and other one-off payments

4. To set up new suppliers and update supplier bank details on finance systems and perform verification checks

5. To process invoices for authorisation and payment in line with budget allocation

6. To reconcile supplier statements and investigate differences whilst maintaining good supplier relationships

7. To be responsible for processing Amazon orders and credit card payments

8. To carry out daily, weekly, monthly and annual and ad hoc reconciliation and at month end close down the purchase ledger and perform such month end tasks as required

9. Support the preparation of pre-payments and accruals monthly and at year end

10. To maintain the accounts payable filing system so all documentation is available for review by colleagues, auditors and other authorised persons or third parties

11. Any other duties as identified by the management accountant or Director of Finance

12. To comply with the provisions of the College Finance Regulations and Financial Procedures.

GENERAL

1. To participate in relevant training and staff development opportunities where appropriate.

2. To take an active part in the Appraisal and Mentoring processes.

3. To comply with all relevant Health and Safety Regulations and assist the College in the implementation of its own Health and Safety Policy.

4. To comply with and actively promote within the section the College’s Equal Opportunities Policy.

5. To participate in all necessary enrolment duties.

6. To carry out other duties as may be reasonably required.

Further Education is an ever changing service and all staff are expected to participate constructively in College activities and to adopt a flexible approach to their work. This 

job description will be reviewed annually during the appraisal process and will be varied in light of the business needs of the College.

Person Specification

Accounts Payable Officer
	
	Essential
	Desirable
	How Tested?*

	Qualifications
	
	
	

	· Good standard of general education (GCSE or equivalent including Maths and English)
	(
	
	AF/Cert

	· Studying for AAT or CCAB 
	
	(
	AF/Cert

	Knowledge, Skills and Experience
	
	
	

	· Experience of computerised accounting systems and procedures
	(
	
	AF/IV

	· Understanding of basic principles of accounting    
	(
	
	AF/IV

	· Experience in general administrative role
	(
	
	AF/IV

	· Experience working on own initiative
	(
	
	AF/IV

	· Ability to work effectively as part of a team
	(
	
	AF/IV

	· Ability to work under pressure and to tight deadlines
	(
	
	AF/IV

	· Excellent attention to detail
	
	
	

	· Good standard of numeracy
	(
	
	T

	· Good communication Skills
	(
	
	AF/IV

	· Experience of working on own initiative
	(
	
	AF/IV

	· Effective team member
	(
	
	IV

	· Ability to work under pressure and to tight dealines
	(
	
	AF/IV

	· Good attention to detail
	(
	
	AF/IV

	· Good communication skills including the ability to resolve difficult situations with staff or customers effectively
	(
	
	AF/IV

	· Experience of working on own initiative
	(
	
	AF/IV

	· Ability to prioritise workload effectively
	(
	
	AF/IV

	· 
	(
	
	AF/IV

	· Analytical and problem solving skills
	(
	
	AF/IV

	· Experience in an Accounts Payable role
	(
	
	AF/IV

	· 
	
	
	


*Evidence of criteria will be established from:

AF    = Application Form

Test = Verbal and Numerical Reasoning test 

Cert = Certificates (Checked on induction)

IV     = Interview

