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JOB DESCRIPTION

	Job title
	Accounts Payable Finance Officer (H)

	Department
	Finance

	Grade
	3.1

	Location
	

	Work Relationships
	Report to and work closely with the Finance Manager, maintaining day-to-day communication with budget managers and providing financial and contractual information to support compliance with the organisation’s contractual obligations.
Manage supplier relationships to ensure that all financial requirements of supplier agreements are met.

	Job Purpose
	· Deliver an accurate, timely and well-controlled accounts payable service, maintaining the purchase ledger and ensuring that supplier invoices and employee expenses are processed in accordance with agreed procedures and authorisation limits.
· Support the Finance Manager with reliable financial information, reconciliations and reporting, resolving queries and helping budget holders manage expenditure effectively.
· Maintain effective working relationships with suppliers and colleagues and contribute to continuous improvement across the Finance Team.

	
	Accounts Payable Duties
· Process supplier invoices and credit notes promptly, verifying supplier details.
· Reconcile supplier statements and purchase ledger balances, investigate discrepancies, duplicate invoices and unmatched items, and follow up missing invoices and outstanding credits.
· Maintain complete and accurate supplier records and supporting documentation. Verify new suppliers and changes to bank details through approved independent checks, maintain an audit trail and protect confidential financial information.
· Check employee expense claims against supporting receipts, relevant policies and approval requirements, and prepare authorised claims for payment.
· Prepare scheduled BACS and ad hoc supplier payment runs in line with agreed payment terms and available approvals. Submit payments for independent authorisation, issue remittance advice and respond promptly to supplier enquiries, escalating disputed or overdue items to the Finance Manager.
· Establish and maintain strong relationships with suppliers.
· Support month-end and year-end close by completing purchase ledger reconciliations, identifying accruals and prepayments, reviewing aged creditors and debit balances.
· Identify and implement agreed improvements to invoice processing, payment procedures and financial controls. Maintain procedure notes, support colleagues with training and promptly report suspected errors, irregularities or control weaknesses to the Finance Manager.
· Ensure all payments are processed accurately, in a timely manner, and in compliance with charity policies and regulatory requirements.
· Collaborate with auditors to support internal and external audit requests and to ensure accuracy and compliance.

	 
	General Finance Duties
· Support the Finance Manager in providing clear, user-friendly financial information and reports to budget holders.
· Reconcile all balance sheet control accounts, including suspense and sundry creditor accounts, and take appropriate action to maintain accurate balances.
· Create, develop and maintain financial reports as required.
· Maintain the fixed asset register for the designated region. Check all new asset purchases, identify the associated payments, code purchases to the appropriate accounts and retain copies of invoices and cheque requisitions for audit purposes.
· Reconcile the main bank account and prepare and upload monthly bank imports to the accounting system.
· Complete and post all bank and cash records promptly
· Process and reconcile petty cash.
· Identify and implement opportunities for process automation and efficiency improvements within the AP workflow.












This job description reflects the present requirements of the post and forms part of Walsingham Support’s recruitment package, along with a person specification, terms & conditions of employment, information about Walsingham Support and other particulars.  Once a person has been recruited, these documents collectively form the post holder’s contract of employment and, with their annual objectives, the means by which supervision, appraisal and support will be provided.  In the light of regular appraisal discussions, the job description may be reviewed and subject to amendment in consultation with the post holder.
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