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Westminster College, Cambridge: 
Job Description
Position:
Finance Assistant (AP/AR ) 
Full time – 37.50 hours per week
Salary - £25,000 to £28,000
Reporting to the Finance Manager. We are looking for a proactive and detail-oriented AP/AR Finance Assistant to join our finance team. This is a fantastic opportunity for someone with a solid foundation in Accounts Payable (AP) and some exposure to Accounts Receivable (AR) to gain valuable experience in a fast-paced finance department. You will play an essential role in supporting day-to-day finance operations, ensuring accurate and timely processing of invoices. This role is based on site.
General responsibilities

You will:

· Work in a pro-active manner

· Take professional responsibility for your own work

· Manage your own time and establish priorities

· Produce and encourage a high standard of work

· Alert the Finance Manager to any concerns or opportunities

· Take initiative and think ahead

· Ensure confidentiality in relation to personnel, finance, students and other sensitive areas
Key responsibilities
· Invoice Management: Monitor and manage the Accounts Payable and Accounts Receivable email inboxes, ensuring that all inquiries are addressed promptly.
· Vendor Information: Validate and update vendor bank details and contact information, maintaining accurate and up-to-date records.
· Supplier/Vendor Transition to Paperless: Contact suppliers who currently submit paper invoices and inform them of the upcoming transition to digital invoicing. Request digital copies of invoices to ensure all records are saved digitally for easier management and record-keeping.
· Purchase Order (PO) Verification: Cross-check and verify Purchase Orders and related documents with Heads of Department to ensure compliance and accuracy.
· Weekly Journal Preparation (AP): Prepare and process weekly AP journals for invoice uploads into the SUN system, ensuring accuracy and proper coding for the following week's payment.
· Daily Journal Preparation & Reconciliation (AR): Prepare and process daily income from reception and weekly data from the Accommodation & C&E team, ensuring proper reconciliation with weekly bank statements.
· Invoice Processing: Match, enter, and monitor both PO and non-PO invoices, ensuring that all invoices are accurately coded, processed, and approved in a timely manner.
· Expense Documentation: Assist with tracking, collecting, and reconciling expense documentation from various departments.
· Collaboration: Work closely with the Accommodation and C&E team to review and reconcile invoices on a weekly basis, ensuring that all relevant expenses are captured accurately.
· Reporting & Ad-hoc Support: Generate financial reports from Kinetics and SUN, providing ad-hoc assistance with various financial tasks or projects as required.
· Support Head of Finance: Provide support to the Head of Finance when needed, assisting with various tasks and ensuring smooth operations within the finance department.
Other matters

You will familiarise yourself with and at all times comply with regulations, policies and procedures of the College, including, in particular, the Financial Management Policy.

You will at all times act in the best interests of the College.

You will act within any standing orders or financial limitations imposed by the Governors, Management committee, Principal, Bursar or Treasurer from time to time.

Expected Standards

You will ensure that:

· Communication: Promote a culture of open and effective communication to enable constructive relationships with colleagues and internal and external contacts.
· Equality and diversity: Actively foster an environment which nurtures equality and cherishes diversity.
· Health and safety security: Act in ways that protect own and others’ health, safety and security.
· Personal and People Development: Take responsibility for own personal development and support the development of others to enhance their skills and knowledge.
 Further details available in Expected standards document
Remuneration &Benefits
· Full time 37.5 hours per week 
· 28 days holiday plus Bank Holidays.
· Free lunch on working days, subject to kitchen being open.
· Free parking on working days, subject to availability. 
· Employee Assistant Programme.
· Life insurance Cover.
· Excellent sick pay after probation.
Person Specification

	ESSENTIAL
	DESIRABLE
	MEASUREMENT

	1. Education and Training

	
	· Part -qualified CCAB or newly qualified AAT
· Excellent written and spoken English 
	·  or equivalent relevant qualifications
	Interview

	2. Relevant Experience

	
	· Minimum of 3 years of recent and relevant hands-on experience in     Accounts Payable
· Experience of working collaboratively and independently.
	· Experience of not-for-profit organisation or similar environment (College) in a busy finance department
	Interview

	3. Special Knowledge and Skills

	
	· Respect for the Christian ethos of the College

· Strong numeracy skills with a keen attention to detail, ensuring accuracy in all tasks
· Ability to work with a different software platforms
 
	· Experience with Kinnex and Sun software platforms
	Interview 

	4. Special Qualities and Aptitudes

	
	· A collaborative team player who is also able to work independently when required 
· Ability to handle multiply tasks and meet deadlines in a fast- paced environment
· Able to take on specific responsibilities
· Excellent communication skills with the ability to work effectively across various business levels and departments
	· .


	Interview
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