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	MISSION STATEMENT

‘Driving Ambition, Inspiring Success’




	JOB DESCRIPTION
	Job Title No: 


	Post Holder
	

	Job Title
	Sales Ledger & Income Clerk / Credit Controller



	Responsible to
	Assistant Accountant – Cash & Income




Key Strategic Objectives 
· To actively contribute to the College’s Strategic Plan and in particular the ambition to become an outstanding provider of education and training.

· To hold and actively demonstrate the College’s Core Values in all that you do.

· Aim High…

· Work Hard…

· Take Responsibility…

· Do What’s Right… 

· Respect Others…

· Challenge Yourself…
· Take Pride…
To commit to the College’s Safeguarding Policy and promote a safe environment for children, young people and vulnerable adults within the College.
Specifically the post holder's responsibilities will be as follows:

1. The post holder will work under the supervision of the Assistant Accountant – Cash & Income and will have the responsibility of ensuring all income due to the College is identified, recorded, invoiced and collected on a timely basis.

2. To identify income due to the College and to ensure that official debtor invoices are raised promptly and in accordance with the financial procedures and college fees policy. As part of this process the Sales & Income Clerk/Credit Controller shall check that all valid fees recorded as due in the student records system are invoiced on a timely basis and the payments are collected and allocated appropriately.

3. To ensure that Sales Ledger invoices are prepared with care, that they are authorised, recorded correctly in the appropriate Sales ledger, show the right amount due, are coded to the appropriate income account and are speedily dispatched, including any relating to Advanced Learner Loan applications and Higher Education Loans.

4. To ensure that credit notes and fee refunds are valid, authorised in accordance with the financial procedures, accurately and completely recorded and appropriately dispatched.

5. Daily collection, recording and banking of cash and cheques received around the College, and obtaining records of card payments received via PDQ terminals and the online virtual terminal.

6. Reconciling till records and car park income with cash collected and noting and reporting any discrepancies, recording and issuing floats and change when required for tills, and facilitating the collection of cash & cheques by the security firm.

7. Assisting and training till operators around the College, ensuring that all tills are fully functional and reporting and problems to the Assistant Accountant – Cash & Income.

8. To identify Employer apprenticeship contributions and invoice, monitor and collect the fees in accordance with the approved service level agreement.

9. To ensure that VAT is correctly calculated and charged or credited where appropriate and to check that VAT on all Sales ledger transactions has been properly accounted for.


10. To allocate cash receipts and credit notes to the appropriate invoices in order to maintain complete and accurate debtor records.


11. Issuing & recording petty cash payments, ensuring appropriate authorisation and authentic itemised receipts are provided to support all claims.  Maintaining appropriate cashbook records, including preparing cheque payments and setting up electronic payments including payroll creditors in accordance with appropriately authorised instructions, ensuring that transactions are analysed to the appropriate budget code for audit and VAT purposes.

12. To maintain appropriate electronic and manual filing systems, so as to provide adequate audit trails for all Sales ledger and cashbook transactions and processes.

13. To monitor the Student Loan Company portal on a daily basis to identify any approved Advanced Learner Loan and HE Loan applications. Contact students with incomplete applications to ensure they are processed swiftly to minimise college debt exposure and process credit notes where necessary.

14. To be responsible for the College’s credit control processes, under supervision of the Assistant Accountant – Cash & Income. The post holder will be required to monitor and chase any outstanding debts due to the college via text, letters, telephone calls and emails in order to minimise the College’s bad debts.

15. Deal with queries from students in person and over the telephone in respect of outstanding debt, set up and monitor card instalment plans where applicable in accordance with financial procedures.

16. To liaise with the College’s external debt collection company, to refer new debts and monitor the progress of outstanding debts, working alongside the Assistant Accountant – Cash & Income, in order to make decisions as to the best way to recover the debts.

17. To work with the Assistant Accountant, Cash & Income to produce weekly reports of outstanding student debt for distribution to departments and making recommendations for withdrawing students where necessary.

18. Assisting with cash and income collection duties during the College’s annual enrolment process.

19. To perform all month-end Sales Ledger routines and reconciliations to close down the Sales Ledger on a monthly basis.

20. To show an active commitment to the Departmental Operating Objectives.

21. To show an active commitment to the College’s Equality & Diversity Policy, Quality Frameworks and Health & Safety procedures.
22. To participate actively in Continuous Professional Development including the introduction of new technologies to allow you to contribute effectively to the success of the College.

23. The College may, in consultation with you, need to vary these duties from time to time in order to respond to the changing requirements of the College.

Signed:   ______________________________      Date: ______________
PERSON SPECIFICATION 


Job Title No:  
	CATEGORY
	REF
	CRITERIA DESCRIPTION


	METHOD OF ASSESSMENT

	1. Skills and Abilities


	Essential
	1.1
	Ability to demonstrate a sound understanding of Sales Ledger and Credit Control procedures and controls
	Application/Interview

	
	1.2
	Ability to work on your own initiative
	

	
	1.3
	Excellent IT skills
	

	
	1.4
	Good communication skills
	

	
	1.5
	Excellent inter-personal skills
	

	
	1.6
	Ability to provide a good level of Customer Service
	

	
	1.7
	Attention to detail and ability to process data with a high degree of accuracy.
	

	2. Qualifications and Training


	Essential
	2.1
	Minimum Level 2 qualification in a relevant area or be working towards
	Application/Verification of original certificates

	
	2.2
	Grade C or above in Maths and English (or equivalent)
	

	
	2.3
	A commitment to undertake any mandatory training relevant to the role
	

	3. Attitude/Disposition


	Essential
	3.1
	Able to prioritise workloads, work under pressure and complete tasks to strict deadlines 
	Application/Interview/

References

	
	3.2
	Flexibility in approach to workload and ability to prioritise and switch between tasks with confidence.
	

	
	3.3
	Positive attitude towards work and the ability to work as a key member of the team in a supportive manner.
	

	
	3.4
	To commit to the safeguarding and promotion of the welfare of the children, young people and vulnerable adults within the College
	


	5. Knowledge


	Essential
	5.1
	Knowledge and experience of working on sales ledger involving invoicing and credit control
	Application/Interview

	6. Experience


	Essential
	6.1
	Experience of raising invoices and credit notes.
	Application/Interview

	
	6.2
6.3
	Experience of debt collection
Experience of cash handling and recording
	

	Desirable
	6.4
	Experience of working in Further Education or Public Sector
	


CONTRACT ARRANGEMENTS 


Job Title No:  
Business Support Staff will be engaged under a Contract of Employment determined by Middlesbrough College, supported by Contract Guidelines.

Within your contract, the following salient features will apply:
	1.
	Contract type


	Business Support, 
Full Time, Permanent

	

	2.
	Working week
	37 hours per week

	

	3.
	Holiday
	30 days per annum (pro rata)

	

	4.
	Period of Notice
	Two months

	

	5.
	Salary Scale
	Business Support Scale 4
Points 17 - 19
£18,098 - £20,093 per annum

	

	6.
	Pension
	Employees are eligible to join the Local Government Pension Scheme – employee’s contribution is 5.8% of salary

	

	7.
	Sickness
	The Corporation sickness policy will apply (further information is available from the Personnel Department on request)



	8.
	Probationary Period
	12 months

	
	
	

	9.
	Disclosure & Barring Service Check
	From 1 August 2018, new employees (with the exception of Apprentices, Business Support Scales 1, 2 & 3 or equivalent in Northern Skills Group) will be required to pay for the Disclosure & Barring Service Check, and this will be deducted from their payroll over the first three months of employment.  The current cost of a Disclosure & Barring Service Check is £58.40


Please note that all appointments are subject to a satisfactory Enhanced Criminal Records Bureau check and receipt of two satisfactory references.
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