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Vision Business Support Services is a subsidiary company of West Nottinghamshire College.

Purchase Ledger Clerk (30 hours per week)

Finance

Ref: VBSS17.66
1. The Appointment

There’s never been a more exciting time to join West Nottinghamshire College Group. West Nottinghamshire College Group has grown from a local college to an international organisation with a reputation for dynamism and success.  The college group is made up of a number of separate companies all with education and training to the very highest level at their heart.   

We embrace and encourage all those who are driven to better themselves, achieve their goals and reach new heights. Outstanding resources combined with exceptional tutors and student support means that whatever your ambition, we can help you to achieve it.

Vision Business Support Services Ltd (VBSS) provides high-quality support services to all aspects of the college group. VBSS is a subsidiary company of West Nottinghamshire College and provides an important service and plays a pivotal part in the success of the college and creating an exceptional learner experience. 
JOINING OUR JOURNEY 

When you join our college, our staff have access to numerous benefits and facilities:

· Pension Scheme 

· Occupational Health Service

· Childcare Voucher Scheme 

· Enhanced Maternity/Paternity provision

· Staff Development days/week (July)

· Free confidential counselling service

· Staff recognition awards

· Free car parking

· On-site Butterflies Day Nursery (Derby Road)

· On-site hair and beauty salon, Revive Spa, fine dining Refine Restaurant and Create Theatre 

ABOUT THE ROLE

Vision, West Nottinghamshire College has grown rapidly over the last three years; it is a dynamic learning organisation with turnover over £45 million.  To complement our excellent Business Strategy and Finance Team, we are seeking to appoint a purchase ledger clerk to work across the college and subsidiaries purchase ledger.  The Finance team have been heavily involved in implementing a new electronic ordering system that has streamlined processes and this role will continue to contribute in taking the team forward into the next exciting phase of its development.

You will report directly to the Financial Services Manager. This is an exciting opportunity to join our Finance team, we strive to provide a responsive, friendly, efficient service and work closely with both internal and external clients.  

You will, already have experience of:

•
Working within a Finance environment.

•
Providing excellent customer service.

•
Liaising with internal and external clients involving query resolution and invoice payment.

You will also have the drive, energy, passion and ambition to help us move forward successfully. In return, we can promise you a progressive and open environment in which to work, and if you are ready to help shape the future of our College and the learners we serve, then we have a challenge for you.

The role will require you to embed the college’s values; working with Professionalism, taking Responsibility for your actions, and giving Respect to clients and colleagues alike.  

2. The Post

2.1 Main Duties and Responsibilities
The majority of your time will be spent on purchase ledger duties as below, however you will be required to assist in the other areas as listed under other duties.  It should be noted that the tasks apply to the whole college group.
Within this job description college group refers to all companies and organisations within West Nottinghamshire College group and any organisations the group agrees to provide purchase ledger services to.
Purchase Ledger
1. Checking orders on the college group ordering system have been receipted and liaise with order administrators over any queries to enable processing of purchase invoices and credit notes on a timely basis for the college group.

2. For all college group organisations process manual orders and payments correctly and in a timely manner, this includes checking the backing paperwork is correct. For manual input items confirm that cost codes are consistent with Managers responsibilities and that the authorisation agrees to the relevant scheme of delegation.

3. For all college group organisations apart from college, for suppliers not on the relevant ordering system check they are legitimate organisations, ensuring the self-employed checks are completed in line with the appropriate policies and procedures.

4. Liaising with college group staff and suppliers on queries and issues relating to purchase ledger and obtaining further authorisation from budget holder on extra spending. Monitor responses to enable prompt resolution.
5. Input invoices and credit notes on to the college finance system ensuring quantities and values agree to the order, raise discrepancies with order administrator, or supplier as appropriate and seek resolution.

6. Post invoice and credit note batches, reviewing input and advising colleagues of any input errors, ensuring process is completed in time for deadline of payment runs.

7. Process staff expenses, checking receipts against claim and ensuring authorised in line with the scheme of delegation for each organisation.

8. Perform payment runs for all college group organisations. Getting relevant paperwork out for the authorisation of the payment runs as requested.

9. Reconciliation of supplier statements to ensure each supplier account is accurate and up to date on a regular basis.

10. Assisting Financial Services Manager with any queries in relation to the closing down of system orders.

11. Ensure all purchase ledger invoices (including intercompany invoices) are posted to the finance system in a timely manner, to enable both sales ledger and cashbook ledger to close month end in line with timetable.

12. Complete purchase ledger accruals for each organisation within the college group to meet month end deadlines.

13. Copy invoices for prepayments after posting of invoice batches for the Financial Services Manager. Ensuring relevant details are recorded on the invoice for example dates; cost codes etc.
14. Attend regular team meetings as requested.

15. Any other purchase ledger duties as commensurate with the post for example opening post, filing and archiving.

2.2 Other Duties
16. To maintain confidentiality, understand data protection and ensure secure storage of sensitive information.

17. Assist sales ledger and cash management teams as and when necessary. This will not normally be a substantial part of the post holder’s duties. 
18. Take payments by debit or credit card via the virtual terminal portal.

19. You may be required to work additional hours at key points throughout the year, notably, but not limited to, enrolment and year end.

20. Assist with the banking of fees taken at main enrolment.
2.3 Other Responsibilities
1. To uphold and promote all company policies and procedures, promoting those specifically applicable to this area of work, including the Equality & Diversity and Health & Safety policies and procedures and attend training as requested.
2. To comply with all college standards and expectations, including college learner procedures and practices and safeguarding policy and practices.
3. To keep up to date, so far as necessary, for the efficient executing of the job, with new legislation, procedures and techniques and attend relevant mandatory training.

4. To be conversant with and participate in activities and developments at college, regional and national level which are relevant to the post.

5. To present and promote an appropriate public image in representing the college group and its subsidiaries.

6. To undertake any other duties as may reasonably be required commensurate with the post.
3. Skills, Qualities & Knowledge

	
	Essential
	Desirable

	Qualifications: 
	
	

	AAT (Foundation) or equivalent 
	
	(

	English to at least level 2 (GCSE , O Level or CSE equivalent)
	(
	

	Maths to at least level 2 (GCSE , O Level or CSE equivalent)
	(
	

	IT qualification to at least level 2
	(
	

	Experience 
	
	

	Evidenced experience of using Excel 
	(
	

	Evidenced experience of using  other Microsoft Office Packages
	
	(

	Recent relevant experience of working in a finance environment 
	(
	

	Evidenced experience of working in  Purchase Ledger  
	(
	

	Evidence experience of working in sales ledger / credit control
	
	(

	Evidenced of experience of working in cash/cashiers post
	
	(

	Skills /Knowledge
	
	

	Demonstrate suitability to work with children and 

vulnerable adults including knowledge/understanding of

safeguarding 
	(
	

	Ability to analyse and interpret information and situations in order to recommend ways forward
	(
	

	Knowledge of Cash Management
	(
	

	Ability to work independently, without close supervision, and as part of a team to achieve effective outcomes
	(
	

	Keyboard Skills
	(
	

	Listening and questioning skills
	(
	

	Ability to accurately record and carry out instructions
	(
	

	Provide constructive feedback
	(
	

	Excellent communication skills
	(
	

	Ability to build positive professional relationships
	(
	

	Self-managing/reflective
	(
	

	Ability to plan and prioritise
	(
	

	Act as an effective professional ambassador of the College
	(
	

	Handling conflict positively
	
	(

	Qualities/Approach linked to college values 
	
	

	Demonstrate a positive approach to equality and diversity and customer service
	(
	

	Enthusiasm
	(
	

	Forward thinking
	(
	

	Creative
	(
	

	Self confidence
	(
	

	Commitment to learners
	(
	

	Empathy
	(
	

	Adaptable and flexible
	(
	

	Open and responsive
	(
	

	Ability to articulate clearly and objectively
	(
	

	Dynamic
	(
	

	Reliable
	(
	


4. Position within the College

The post-holder will be part of the Finance, Procurement and Data Management and will report directly to the Team Leader: Financial Services.
5. Terms & Conditions

a) The post is offered on a Vision Business Support Services contract.

b)       The salary will be Band 3, £16,790 per annum (pro rata for part time).
c)       You will be entitled to 25 days leave, plus bank holidays. Up to 5 days leave can be directed for efficiency closure (pro rata equivalent for part time hours).
d) You will be required to work 30 hours per week over 5 days (Monday – Friday) on a flexible basis.
e) You may be required to work outside of the above hours during enrolment and other peak periods.
f)  Vision Business Support Services operates a Scottish Widows Group Personal Pension Plan.

g) The post holder may be located at any West Nottinghamshire College site and may be expected to travel as required.  You will however be given reasonable notice of any change in your principal place of work and be fully consulted.
6. The Application
Individuals with the appropriate experience, qualifications and personal qualities are invited to complete an online application form by 5pm on Thursday 20th July 2017.
Interviews are provisionally scheduled to take place on Monday 24th July. 
www.wnc.ac.uk/vacancies 
THE COLLEGE GROUP PROMOTES EQUALITY OF OPPORTUNITY AND WELCOMES APPLICATIONS FROM ALL SECTORS OF SOCIETY. 
The college group is committed to safeguarding and promoting the welfare of children and young people and expects all staff to share this commitment.  Posts may be subject to DBS check. The successful candidate will be required to pay for the DBS check .themselves; the cost will automatically be deducted from their first salary payment. This is currently £44. 

It is an offence for anyone who is barred by the ISA from working with children and or vulnerable adults to apply for this position.
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