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ROLE DESCRIPTION


1.  JOB TITLE:  FINANCE OFFICER 

2.  CONTEXT:

West Herts College is a large general FE College with an annual turnover of approximately £48 million.  It provides a wide portfolio of courses for its local community including full and part time further and higher education courses, work based learning and community learning provision.


3.  MANAGEMENT ACCOUNTABILITY

Responsible To:  System/Senior Accountant

Responsible For:  N/A

4.  MAIN PURPOSE OF THE JOB

To ensure the provision of comprehensive and continuous Purchase Ledger, Sales Ledger and Cashiering services to the College.

The post holder will be one of a team two Finance Officers who will be collectively responsible, under the supervision of the Head of Finance, for the provision of all purchase ordering, payments, sales ledger tasks and cashiering services to the College.

 The Head of Finance will also be responsible for the day to day deployment of staffing resources to maintain the continuity of service and service standards. 

5.  DUTIES AND RESPONSIBILITIES

· To carry out purchase ledger, sales ledger and cashiering duties such as cashiering, invoice processing, order processing, debt chasing, supplier statements reconciliation.
· To carry out supplier statements reconciliations and set up/ update Suppliers and Customers on SUN system accurately, adhering to agreed processes and procedures.
· Process and reconcile Amazon purchases and College Credit card purchases.
· Record income and refunds on ProSolution system and carry out adhoc required tasks on ProSolutions.
· To process journals, bank statement reconciliation, issue and manage petty cash floats and cash advances. 
· To take responsibility for tasks and projects across the range of Financial Functions as directed by more senior colleagues, adhering to agreed processes and procedures

· To demonstrate a common sense approach when operating processes and procedures, communicating issues that do not appear to be adequately covered in processes and procedures to more senior colleagues in a timely and articulate manner

· To communicate and cooperate effectively with other members of the Finance Directorate, working at all times to deliver departmental priorities as notified by the Director of Finance

· To demonstrate an awareness of the College’s Strategic Objectives and their importance to the College

· To communicate and cooperate effectively across the College as required to deliver set tasks and objectives 


· To liaise professionally at all times with external organisations and individuals as required


6.  GENERAL AND COLLEGE RESPONSIBILITIES

· Participate actively and flexibly in a range of College-wide activities, such as duty rotas, enrolment and marketing events and staff and student activities.

· Participate in training and team development activities, to develop and update skills and knowledge:

· All employees have a general duty in law to take reasonable care for the health and safety of themselves and of other persons who may be affected by their acts or omissions.
· Understand and be committed to the College’s Health and Safety Policy statement and the College’s safety priorities and be aware of his/her contribution to such priorities.

· Be aware of and comply with the health and safety legislation and other College requirements that are relevant to his/her post.

· Demonstrate commitment and enthusiasm to promote the principle of equality and diversity in employment and service delivery;

· Be familiar with and promote the Equality and Diversity Policy


· Be familiar with Safeguarding requirements as outlined in the Safeguarding Policy and comply with its requirements to safeguard and protect the welfare of children, young people and vulnerable adults

· Undertake such additional duties or projects as the Principal or line manager may determine from time to time, after consultation with the post holder.


NOTE:  Please be aware that the duties and responsibilities outlined above are not exhaustive and may be varied from time to time after consultation with the jobholder.  They do not form part of the jobholder’s contract of employment.
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