Finance Assistant

Job Description
Main Purpose of the Job
To support the College's Finance Team by ensuring the efficient, accurate and timely processing of purchase ledger and sales ledger transactions. The postholder will be responsible for maintaining accurate financial records, supporting suppliers and customers, and ensuring compliance with the College's financial procedures and regulations.
The role is predominantly transactional in nature and focuses on the day-to-day operation of the purchase and sales ledgers. 

Key Responsibilities
Purchase Ledger
· Process supplier invoices and credit notes accurately and promptly.
· Match invoices to purchase orders and investigate discrepancies.
· Maintain supplier account records and undertake supplier statement reconciliations.
· Prepare documentation to support supplier payment runs.
· Respond to supplier queries in a professional and timely manner.
· Ensure transactions comply with College financial regulations and approval processes.
Sales Ledger
· Raise sales invoices and credit notes accurately and promptly.
· Maintain customer account records.
· Allocate receipts and update customer accounts.
· Support the collection of outstanding debts through reminder procedures.
· Respond to customer and departmental queries relating to sales invoices and account balances.
Finance Administration
· Input and maintain purchase orders within the finance system.
· Maintain accurate electronic and manual finance records.
· Produce routine reports as required by the Finance Team.
· Undertake regular checks to ensure the accuracy and completeness of financial transactions.
· Escalate issues or concerns to the Finance Manager or Team Leader as appropriate.
· Support the wider Finance Team during month-end and year-end processes.
· Undertake other duties commensurate with the grade of the post.
General Responsibilities
· Provide excellent customer service to staff, students, suppliers and external stakeholders.
· Promote value for money across all purchasing activities.
· Contribute to a positive and collaborative team environment.
· Assist with College enrolment, recruitment and other key College events where required.
· Promote and safeguard the welfare of young people and vulnerable adults.
· Comply with all College policies, procedures and regulatory requirements.  

Person Specification
Qualifications
Essential
· Level 2 qualification in English and Mathematics (or equivalent).
· Level 3 qualification (A Level or equivalent) or relevant administrative/finance experience.

Experience
Essential
· Experience of working in an administrative environment.
· Experience of maintaining accurate records and handling detailed information.
· Experience providing customer service to a range of stakeholders.
Desirable
· Experience of purchase ledger and/or sales ledger processing.
· Experience of working within a finance department.

Skills and Attributes
· Strong attention to detail and accuracy.
· Good numerical and data entry skills.
· Excellent communication and interpersonal skills.
· Ability to prioritise workload and meet deadlines.
· Customer-focused approach.
· Ability to work independently and as part of a team.
· Proficient in Microsoft Office applications, particularly Excel.
· Flexible and proactive approach to work.
· Ability to work under pressure whilst maintaining accuracy

Development
Training will be provided to enable the postholder to perform the duties of the role effectively. The position is intended as a transactional finance role and is not designed as a trainee accountant or professional accountancy development post. 

Post Information
· Reports to: Finance Manager / Finance Team Leader
· Contract: Permanent
· Hours: Full Time (37 hours per week)
· Applications for part-time or term-time working arrangements will be considered.
· Occasional flexibility may be required to support key finance periods and College activities. 
