SPENCER PRIVATE HOSPITALS
Job Description

Job Title:	Finance Assistant – Purchase Ledger
Department:	Finance
Responsible to:	Management Accountant
Accountable to:	Finance Manager
JOB PURPOSE	
Responsible for purchase ledger including the input and coding of invoices, checking that all invoices are authorised for payment and loading the payments onto the Bacs system.  General cover for other areas of the finance department. Meeting month end time tables.

KEY RELATIONSHIPS
· Internal: Stakeholders comprise of staff at all levels
· External: Consultants, patients  
· Sales Ledger
· Finance Managers
· CEO (Board)
KEY RESPONSIBILITIES
· To open and maintain new supplier accounts

· To match the invoices with all relevant paperwork to ensure all elements have been charged correctly

· Apply appropriate accounts coding to all invoices and enter them daily on to the purchase ledger system

· Send invoices to the relevant departments for authorization after scanning electronic receipts

· Raise payments in accordance with our agreements

· Meeting the monthly timetables

· Supplier queries

· To participate in staff appraisals and the identification of personal needs and set and evaluate personal objectives

· Carry out all necessary departmental filing

· To provide other information as required by the Manager from time to time

· Basic cover for Sales Ledger credit card payments

· Implement and review finance procedures with the Finance Manager and other departments where applicable

· Contribute to the development and improvements for the finance department

· Assist on the annual audit by providing information and generating appropriate reports.

· Handle supplier invoice/payment queries

· Complete monthly supplier statement reconciliations

· Maintain an excel log of invoice approvals

· Prepare monthly payment runs

· Maintain purchase order log

· Reconcile & book company credit card transactions

· Process employee expense claims

· Open incoming post

Financial
· To continue to review and create efficiencies, improving our relationships with our partners across the business
Quality 
· To maintain high standards ensuring high stakeholder satisfaction

Equal Opportunities

It is the aim of the hospital to ensure that no job applicant or employee receives less favourable treatment on the grounds of age, sex, race, colour, nationality or ethnic or national origins, or is not placed at a disadvantage by conditions or requirements which cannot be shown to be justifiable.  To this end, the hospital has an Equal Opportunities Policy and it is for each employee to contribute to its success.

Health & Safety

All Employees must be aware of the responsibility placed on them under the Health and Safety at Work Act (1974), to ensure that the agreed safety procedures are carried out to maintain a safe environment for employees and visitors.  Individual employees should also refer to specific health and safety requirements within their own job descriptions.

Data Protection

If required to do so, to obtain, process and/or use information held on a computer or word-processor in a fair and lawful way.  To hold data only for the specific registered purpose, and not to use or disclose it in any way incompatible with such purpose.  To disclose data only to authorised persons or organisations as instructed by Spencer Private Hospitals.

Customer Care 

It is the aim of the hospital to provide patients and clients with the best possible care and service.  In order to meet this aim all of our staff are required, at all times, to put the patient or client first and do their utmost to meet their requests and needs courteously and efficiently.

Confidentiality

To ensure that confidential information is not disclosed about Spencer Private Hospitals (including information regarding patients and staff) to any unauthorised member of staff, or to anyone outside the employment of Spencer Private Hospitals.

This job description is intended to reflect, in outline, the responsibilities of the post holder, which may change over time with corporate or local business needs of Spencer Private Hospitals.  It will therefore be subject to periodic review and amendment in the light of changing circumstances and following consultation with the post holder.



Signed:  …………………………………… Date: …………………………………..


CORPORATE VALUES
Spencer Private Hospitals has a set of core values which are at the heart of the vision and all that we do.  We expect our team members to demonstrate these values in all areas of their work.
· Customer Focus – We listen and adapt to the needs of our patients and stakeholders
· Responsibility – We are involved and accountable.  We respect, recognise and develop our people
· Innovation – Developing our business is our key driver, innovating our services and products to increase our visibility within the market in East Kent
· Performance – We measure our performance through evaluation of processes, creating efficiencies and striving to improve processes, creating efficiencies and striving to improve
· Teamwork – We value our colleagues and are encouraged to work collaboratively with others and take ownership for our own training and development

Finance 04 – Finance Assistant Purchase Ledger	         Nov  18	Page 6 of 6


BEHAVIOURS

	CUSTOMER
FOCUS
	Treat patients, customers and colleagues as individuals and ensure that they understand their specific needs and expectations by asking the right questions and listening to their views and concerns. Able to listen and adapt to the needs of our patients and stakeholders, show  commitment to the patient experience and take pride in providing the best possible service every time. Understands that care is core to our business and that the care they deliver helps the individual person and improves the health of the community.

	RESPONSIBILITY
	Takes ownership for the customer/patient issues and does what they can to exceed expectations. Understands their role within the organisation and is clear about the roles and responsibilities of other teams and departments, taking every opportunity to learn more about the wider business.  Supports others in their development, doing what they can to guide, mentor or coach colleagues.

	INNOVATION
	Challenges appropriately and is prepared to raise concerns about quality, safety and performance. Is actively engaged with improving the experience of patients and customers, learns from their experience and seeks to continuously improve their own performance and the performance of the service. 

	PERFORMANCE
	Understands the corporate objectives of Spencer Private Hospitals and consistently produces work of a high standard, taking ownership and seeing tasks through to the end. Is motivated to do a great job and are not afraid to suggest different ways of working to help create efficiencies and improve performance.

	TEAMWORK
	Actively builds and maintains effective and respectful relationships adapting their approach where necessary. Confidently communicates in an open accurate and straightforward way and demonstrates effective communication skills to promote the needs of our patients and customers. Has a clear sense of their role, responsibilities and purpose within their team.







PERSON SPECIFICATION
Job Title: Finance Assistant – Purchase Ledger
	ATTRIBUTES
	CRITERIA
	DEMONSTRATED BY

	
	
	Application
	Interview
	Test

	Education and Qualifications
	Essential
	· Basic Numeracy and literacy 
· Good numeracy skills

	X
	
X
	X

	
	Desirable
	
	
	
	

	Knowledge and experience
	Essential
	· Previous experience of Purchase ledger environment
	X
	X
	

	
	Desirable
	· Experience of Sage 50 
· Experience working within a small finance team
	
	X
X
	

	Skills
	Essential
	· Attention to Detail
· Awareness and understanding of the importance of confidentiality within the Finance Department 
· Excellent Customer Service skills
· Good communication skills
· Able to work under pressure and meet multiple deadlines
· Awareness of information Governance (full training will be given)

	
	X
X

X
X
X

X

	X
X





X


	
	Desirable
	· Basic Excel skills
[bookmark: _GoBack]
	
	X
	







	Personal Attributes
	Essential
	· Organised/Methodical
· Team player
· Able to work Independently
· Motivated
· Flexible to the needs of the business
	
	X
X
X
X
X

	

	
	Desirable
	
	
	
	

	Other
	Essential
	· Travel between our three sites for meetings as and when required

	
	X

	

	
	Desirable
	
	
	
	




