
	


OLDHAM COUNCIL

JOB DESCRIPTION


	Job Title: 

	Accounts Payable Advisor

	Directorate:  
	Chief Executives
	Division/Section: 

	Invoice & Debt Recovery Team

	Grade:  

	2
	JE Reference:
	9992




	Job Purpose


	You will be responsible for the processing of accounts payable transactions through the Council’s Agresso Financial Management System, ensuring that creditor invoices are processed in an effective, timely and accurate manner.


	Key Tasks


	
· Processing all creditor payments through the Agresso system, ensuring compliance with financial procedures
· Undertaking the scanning/converting, indexing and inputting of all creditor invoices
· Registering invoices for payment through the Agresso system
· Prioritising Invoices for Suppliers that are part of the Early Payment Scheme
· Ensuring invoices that fall within the Construction Industry Scheme (CIS) are registered accurately so the correct tax can be deducted
· Responding in a timely manner to requests from Schools or School Suppliers for payment information 
· Processing accurately a high volume of transactions ensuring service deadlines and performance targets are met
· Dealing with telephone/email enquiries efficiently
· Managing various mailboxes ensuring all invoices meet the required standards
· Actively contributing to the aim of providing an excellent service to all stakeholders








	Standard Duties:


	
1.
	
To actively promote the equalities and diversity agenda in the workplace and in service delivery.


	2.
	To uphold and implement policies and procedures of the Council, including customer care, data protection, finance, ICT, safeguarding and health & safety policies.


	3.
	To actively engage with the behaviours and values of the Council to promote and support our Co-operative Agenda.


	4.
	To undertake continuous professional development and to be aware of new developments, legislation, initiatives, guidelines, policies and procedures as appropriate to the role. 


	5.
	Undertake any additional duties commensurate with the level of the post.





	[bookmark: _Hlk95121094]Contacts: 
Internal - Colleagues within the team/service and all Council Departments/Miocare
External – School Staff/School and Oldham Council Suppliers





	Relationship To Other Posts In The Department:


	Responsible to:  

	Invoice & Debt Recovery Manager

	Responsible for:
	None



	Special Conditions: None





	Values and Behaviours:


	By living our Values and Behaviours we will deliver the change we need to meet our Corporate ambitions for Oldham.
Our Values:
Proud
We take pride not only in what we deliver for the residents of Oldham but also in how we deliver it.
Ambitious
We recognise the challenges we face and are committed to setting high aspirations to overcome them, with determination and focus.
Together
We believe in shared solutions, working across sectors and with our communities to achieve common goals and deliver the quality services Oldham deserves

	We have five Behaviours which outline the priority areas of focus for staff at all levels:

· Work with a Resident Focus
· Support Local Leaders
· Committed to the Borough
· Take Ownership and Drive Change
· Deliver High Performance 
More information around our Values and Behaviours can be found on our Greater. Jobs pages together with information about the staff benefits we offer.
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	POST TITLE

	Prepared
	15.07.2022
	Tehseen Akhtar
	Invoice & Debt Recovery Manager

	Reviewed
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OLDHAM COUNCIL

PERSON SPECIFICATION

Job Title:      Accounts Payable Advisor

	
	
Selection criteria 
(Essential)
	
Selection criteria 
(Desirable)

	
How Assessed

	
Education & Qualifications

	
Literacy and numeracy sufficient to undertake the tasks and duties of the role

	
Relevant Qualification

	
AF/I

	
Experience

	
Experience of providing a quality customer service and of assisting others

Experience of prioritising and managing your own workload and achieving deadlines and targets

Experience of using Microsoft Office applications

	
Experience of working in Accounts Payable/Finance
	
AF/I

	
Skills & Abilities

	
Developed communication skills with the ability to provide advice 

Ability to produce work that is detailed and accurate


	
Specific knowledge and ability in the use of relevant software (e.g. Agresso, SAP, Northgate, Civica, Capita One, Raise etc)

	
AF/I


AF/I

	
Knowledge

	
Knowledge of Accounts payable and financial systems

Understanding of financial processes

	
Knowledge/experience of systems thinking

	
AF/I


AF/I

	
Work Circumstances

	
Able to work flexibly to ensure the service is provided 
	
	
AF



Abbreviations: AF = Application Form; I = Interview; AC = Assessment Centre; T = Test

NB. - Any candidate that meets the criteria of our Guaranteed Assessment Scheme and meets the essential criteria of the role, will be guaranteed the first stage of assessment (whether that is an interview or another assessment, as appropriate).

Our Guaranteed Assessment Scheme supports candidates with disabilities, have previously been in or currently in care, those that are carers, and those who have served in the Armed Forces as a regular, reserve or cadet.

