
Job Title:		Purchase Ledger Supervisor 
Department:	Finance
Reports to:	Principal Financial Accountant
Direct Reports:	0  [Although provide day to day Supervision, Support and Training to the Finance Administrator]
Grade:	CA4


Main purpose of the job

· To manage and maintain the Authority’s Purchase Ledger, within a proportionate and effective financial control environment.
· To ensure the integrity of financial transactions and records in accordance with HMRC and Audit requirements, as well as internal policies, processes and procedures.

Responsibilities
Specific

· Efficient transaction processing – including three-way match of invoices (to Purchase Order and receipt) as well as ensuring timely issue resolution, within the ERP systems.
· Set up of new accounts within the ERP systems.
· Raise Journals in system for Corporate Travel and Enterprise Rent A Car.
· Effective supplier account management – includes monitoring and reporting of account balances, supplier payment to contractual terms, and timely issue resolution.
· Help ensure full compliance on all tax related issues – including supporting the production of annual tax packs and returns associated with CIS – Construction Industry Scheme and VAT, including Domestic Reverse Charge (DRC).
· Timely supplier settlement – includes ensuring that payments are correctly processed as well as managing weekly BACS and monthly cheque payment runs and processing CHAPS/Faster Payments. 
· Effective audit compliance – includes ensuring appropriate supporting documentation is retained to evidence business transactions and effective operation of controls to prevent fraud and error. Assisting with producing evidence for audit samples.
· Review the Goods Received Not Invoiced (GRNI) monthly to ensure validity of high value / old outstanding items and follow up with departmental contacts to resolve any issues.
· To act as accounts payable systems administrator (Finance / Procurement systems) – management and maintenance of supplier master data and records, application of delegated authority controls, ensuring adequate segregation of duties, design of management reports, providing maintenance support and staff training.
· To undertake analysis of the purchase ledger for tax and year end reporting requirements (incorporating the needs of the Finance Department and Procurement Department monthly/quarterly/annual returns).
· To supervise, develop and train the Finance Administrator on Accounts Payable activities.

Other Support:
· Ensure tax compliance – Construction Industry Scheme tax deductions are accurate and processed prior to settlement of invoice.
· Collect and distribute post for whole Finance team, redistributing misdirected post to other departments if necessary.
· To be the Finance lead on updates to procurement system – troubleshooting, testing, and advice.
· To be involved in system implementation activities where appropriate to Accounts Payable.

General 
Strategy
· To support the development and delivery of short and medium term departmental plans, objectives and budgets.
· To manage your own performance and maintaining your own personal development plan and be accountable for meeting individual, team and corporate objectives.
· To identify opportunities and implement change leading to improved processes and procedures, system improvement and demonstrating value for money.
· To ensure that statutory responsibilities are effectively discharged.
· To act in accordance with the Scheme of Delegation and ensure propriety and regularity in the handling of public funds.
Risk & Assurance
· Proactively contribute to the Authority’s risk management and assurance processes including; Horizon scanning and ensuring risks associated with the work of the finance team are clearly identified, recorded on risk registers and managed effectively; and, ensuring that the requirements of the Information Risk Management Policy are fully met.
People
· To role model and act in accordance with the Mission, Purpose and Values of the Authority.
· To lead, collaborate and motivate, enabling others to deliver to high standards of performance.
· To comply with HR policies and procedures, leading to individual accountability, performance and development.
· To comply with organisational processes and procedures.
Supplier
· To maintain and develop positive stakeholder relationships in order to promote the Authority and assist it to meet its objectives.
· To actively demonstrate the Authority’s customer service standards expected of your role.
SHE
· To ensure that the requirements of the Authority’s health safety and environmental management systems are implemented and maintained within your department.
· To act and behave in accordance with the designated personal health and safety responsibilities for your role.
Other
· To carry out any further reasonable requests from your line manager.
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Making a better future for people  
and the environment in mining areas
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Person specification 
	
Job Title:  Purchase Ledger Supervisor                                                   
Department:  Finance


	

	
Essential
	
Desirable

	Qualifications and Training
	· GCSE qualification Grade A – C in English & Maths (or equivalent).
	· AAT (Association of Accounting Technicians) part qualified.

	Experience and Knowledge
	· Practical experience of Purchase Ledger Management.
· Experience in utilising financial systems.
· Proficiency in Microsoft Office applications.

	· Experience in utilising;
· Medius (Wax Digital) – Web 3.
· Infor – Sun Systems.
· Intermediate level Excel / Word.

	
Skills and Abilities

	· Flexible and open to change.
· Good inter-personal and communication skills.
· Develop and maintain relationships.
· Ability to work under pressure to strict deadlines.
· Attention to detail / accuracy, whilst dealing with a high volume of workload.
· Team player.
	· Supervised Accounts Payable previously.
· Involved in a systems implementation (relating to Accounts Payable) in a previous role.
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