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	Job title: Procurement & Purchase Ledger Assistant
Reporting to: Senior Finance Co-ordinator
Base: Ilkeston Campus

	Hours 37 hours per week, 52 weeks per year
Contract Type Support 
Holidays 20 days per year subject to service increases (5 days increase after 5 years); plus 6 College closure days per year where applicable and 8 statutory days
Salary £30,549 per annum


	Job Purpose

To assist with the efficient payment of suppliers, management of purchasing activities and ensuring that purchased items cost-efficient. To proactively maintain positive supplier relations, evaluating supply options and maintaining accurate records.  To work with colleagues across the college to provide high levels of customer service whilst always ensuring value for money in expenditure.  To work with external agencies to ensure compliant and best value procurement.


	Key Responsibilities
· Work with the colleges Procurement Advisor to negotiate a range of cross College contracts as necessary and appropriate.
· To maintain and update the contracts register.

· To act as a point of contact for colleagues and procurement frameworks where required.
· To promptly and accurately register purchase invoices and credit notes, and to post to the purchase ledger and related purchase order matching, in accordance with documented procedures and relevant timescales.

· To effectively handle and resolve supplier queries, reconcile supplier statements, overdue payments and legal action letters in an appropriate and efficient manner and to liaise with appropriate Departments as required.

· To produce automated weekly and monthly payment runs; and to verify payment listings and remittance advices.

· To validate procurement card statement reconciliations and to conduct checks on their use.

· To accurately update and maintain supplier records.

· To coordinate the reimbursement and reconciliation of petty cash in accordance with college procedures.

· To coordinate the activities of the purchasing department, ensuring adherence to all processes, systems, policies and procedures.

· To prepare annual plans and timescales for the purchase of equipment, services and supplies in line with the contracts register requirements.

· To follow, support and enforce the College's procurement policies and procedures and to develop and maintain excellent relations with suppliers.

· To review, compare, analyse and approve products and services to be purchased, ensuring value for money and cost control.

· To effectively manage inventories and maintain accurate purchase and pricing records.

· To carry out any other reasonable duties within the overall function, commensurate with the grading and level of responsibility of the job.
PERSON SPECIFICATION

	Knowledge and Skills

Essential
· Willingness to learn new skills and develop a career.

· Great interpersonal skills and working with internal and external stakeholders 

· Customer focussed and capable of delivering an excellent customer service

· Excellent IT skills and extensive experience/knowledge on using Microsoft packages
· Ability to enter data accurately and timely onto a computerised system.
· Ability to work to tight deadlines 

Desirable

· Skilled in using Excel to analyse data, create pivot tables, develop complex spreadsheets and identify trends/Insights
· Experience of dealing with procurement frameworks
· Working knowledge of the FE Sector

· Experience of working in a Purchase Ledger function

· Experience with computerised finance systems.


	Qualifications
Essential
· Minimum 4 GCSE’s grade A*-C passes (including Maths and English) or equivalent
Desirable
· Willing to work towards Procurement Qualification
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