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INFORMATION PACK
Purchase Ledger Supervisor
Required from April 2025

Overview of the Role

We have an exciting opportunity for an experienced purchase ledger supervisor to join our central trust Finance team and line manage the purchase ledger team in the provision of a professional, efficient and cost-effective finance service to our schools, enabling them to focus on teaching and learning and make the most of resources available to give our children the quality education they deserve.  The postholder will report to and also assist the Trust Senior Finance Manager on efficient management of school and Trust Finances.

Bright Futures Educational Trust is a partnership of schools based in the North West. Our aim is to provide a quality education that opens up real choices for every one of our pupils, raising aspirations and helping every child to achieve their ambitions, no matter their background. The Trust currently has eleven partner schools.

Bright Futures Educational Trust is establishing itself as a leader in educational excellence. Our partner schools, Board of Directors and Members of the Trust are united in their mission to give our young people the quality education that they deserve.

Ultimately, Bright Futures Educational Trust is passionate about offering a world-class education to our pupils that means every single one reaches their full potential, making sure no child is left behind and our values of integrity, passion and hard work are at the heart of everything that we do. 

By providing an efficient and cost effective finance service this role enables schools to focus on teaching and learning and make the most of the resources available.


JOB SUMMARY

Key Focus Areas
· The post-holder will work as part of the central finance team providing a professional and timely accounting service for the Trust’s Purchase Ledger activities and assisting the Trust Senior Finance Manager in the efficient and prudent management of school and Trust finances.
· The Purchase Ledger Supervisor will be line managed by the Trust Senior Finance Manager and will line manage a team of Data Entry Clerks.
· To be responsible for the reconciliation of designated balance sheet accounts as directed by the Trust Head of Central Finance. 
· This role operates as part of a centralised finance team and will support various Trust locations in the North West of England.  They will be responsible for providing a high-level service to the schools in our academy and ensuring that a professional and effective relationship is maintained at all times.



KEY RESPONSIBILITIES AND ACCOUNTABILITIES

Specific Responsibilities 

1. To administer the Trust’s Purchase Ledger function ensuring compliance with the Trust’s policies and procedures, including ensuring orders and invoices are appropriately authorised.
2. To ensure that the Trust’s Purchase Ledgers are accurately and properly maintained in accordance with the Trust’s financial procedures, and that all processing and month end deadlines are met to enable the prompt production of management information.  
3. To maintain standing data, including bank details, on supplier accounts ensuring all processes are followed subject to authorisation of any changes.
4. To ensure good internal controls operate in the Purchase Ledger function.  For example, purchase orders are raised and approved by the appropriate signatories within the limits delegated to them and following the Trust’s procurement policies, invoices received are associated with purchase orders and authorised by the appropriate approvers and coded correctly.
5. To ensure all invoices are received from legitimate suppliers, are correctly calculated (including VAT), are sufficiently detailed and meet the standards set out in the Trust’s financial procedures. 
6. To ensure all invoices and other payment requests are checked in accordance with the Trust’s financial procedures, are coded correctly (including any apportionment), and are entered onto the accounting system promptly and accurately.
7. To reconcile supplier statements monthly and maintain a record of reconciliations.  
8. To produce suggested payment reports on a regular basis, meeting agreed suppliers’ terms and conditions, or in accordance with the Trust’s financial policies and procedures.
9. To ensure payments are made only after all invoices are properly authorised.  
10. To be responsible for the monthly closure and reconciliation of the Purchase Ledger.
11. To review, evaluate and assess opportunities across the Trust to secure economies of scale through effective purchasing power, working on collective purchasing and contracting arrangement (through procurement frameworks such as Crescent Purchasing Framework) to achieve value for money for the organisation.
12. To line manage the data entry clerks including work planning, 1-1’s, objective setting and appraisals.
13. To assist the Trust Senior Finance Manager with the assessment and calculation of purchase ledger accruals and prepayments at each month end.
14. To manage the filing systems efficiently filing all purchase orders, invoices and payments in the most appropriate manner to be easily accessible/available for management, auditors or other related parties.
15. To act as the first point of contact for purchase ledger queries, dealing promptly with disputed invoices with budget holders and suppliers, and ensuring disputes are resolved in the best interests of the Trust. 
16. To provide members of staff with advice and guidance with regard to financial procedures and regulations.
17. To consider ways to make the purchase ledger function more efficient, developing their own system knowledge (PS Financials) and developing that of the team.
18. To work as part of a team to support colleagues and contribute to the vision and ethos of the Trust.
19. To contribute to the implementation of budgetary and financial initiatives as required. 

General
1. To represent the Bright Futures Executive Team and operate in a professional manner at all times
2. The role holder will be expected to work flexibly in terms of location and hours of work to accommodate the needs of schools.  It is anticipated that the role holder will be required to work on-site at the Hub in Flixton 2-3 days per week, as well as visiting our schools within our trust when required.
3. To be committed to their own professional development and attend regular trust networking, strategy and training sessions.
4. To undertake any other reasonable request or duties commensurate with the post in a flexible and proactive manner to meet the needs of the trust.






PERSON SPECIFICATION
	Category
	Essential
	Desirable
	Method of assessment

	Qualifications, Education, training
	· 5 GCSEs, including English and Maths
	· AAT or equivalent
	· Certificates

· Application form 

· Interview

	Relevant Experience
	· Experience of working with accounting software
· Experience of operating Purchase Ledger systems in similar organisations/ structures
· Experience of VAT accounting
· Line management experience
	· Has worked with PS Financials
· Has worked in Finance in a school and ideally an academy school
· Experience in a variety of financial roles
	·  Application Form

· Interview

· Task 

	Knowledge, skills, and abilities
	· Very good oral and written communication skills.
· Operates with very high levels of integrity
· Proficient user of the range of Microsoft office packages, in particular a good working knowledge of Excel.
	
	· Interview 

· Task

	Personal Qualities/Other
	· Strong personal impact 
· Ability to work as part of a team and can operate independently 
· Ability to work well under pressure.
	
	· Interview
· Task
· Application form 

	Safeguarding
	Commitment to demonstrating a responsibility for safeguarding and promoting the welfare of young people
	
	· Application form
· Interview
· Task

	Our Trust Values
	Community: Evidence of working together for a common purpose and encouraging diversity
	
	· Interview

· Tasks

	
	Leadership: Evidence of taking ownership within your role and finding the leader within.  
	
	· Interview

· Tasks


	
	Equality: Evidence of nurturing and empowering all, understanding that equity sits at the heart of all opportunities.
	
	· Interview

· Tasks

	
	Integrity: Evidence of doing the right things for the right reason
	
	· Interview

Tasks

	
	Passion: Evidence of taking personal responsibility, working hard and having high aspirations
	
	· Interview

Tasks

	
	Resilience: Evidence of prioritising wellbeing whilst embracing challenges.
	
	· Interview

· Tasks




Keeping Children Safe in Education
Bright Futures Educational Trust is committed to safeguarding and promoting the welfare of children and young people and we expect all staff and volunteers to share this commitment. This post is exempt from the Rehabilitation of Offenders Act 1974; pre-employment checks will be carried out and references will be sought for shortlisted candidates and successful candidates will be subject to an enhanced DBS check and other relevant checks with statutory bodies.
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