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This form lists the essential and desirable requirements needed in order to do the job.

	Job Title: 

	Accounts Payable Supervisor
	Job ref no:
	FIN-0050-26

	Grade: 

	5
	Department:
	Finance

	Accountable to: 
	Financial Operations Manager
	Responsible for:

	2 x Finance Officers

	PS created by/ or
reviewed by:
	Christopher Soyinka/Victoria Creed
	Date PS created/ reviewed:
	March 2025



	Evidence

	Competency
	Essential
	Desirable

	1. Leadership and Management


	· At least 2 years’ experience supervising a team of staff

· Ability to set clear and appropriate objectives and establish effective means of monitoring their delivery

· A positive and motivational approach
	· Prior experience of working in Higher Education


	 
2. Communication


	· Clear written and oral communications to stakeholders within and outside the organisation

· Production of short reports for finance department management

· Ability to explain financial policies and processes to non-finance colleagues
	· Producing reports for management which outline a number of options for consideration and which make a recommendation

	3. Service Delivery


	· Extensive transaction processing on accounts payable to a high level of accuracy

· Preparing supporting data for statutory financial statements

· Preparing reconciliations of control accounts
	· Transaction processing on accounts receivable, banking and treasury operations to a high level of accuracy

	4. Analysis and Research

	· Identifying and correcting issues arising from control account reconciliations

· Assessing queries and transactional items against organisational policies to ensure compliance

· Developing and enhancing VAT knowledge, especially treatments of income and expenditure

· Setting up reconciliations using spreadsheets or other suitable IT package
	· Supporting the preparation of VAT returns

· Developing and maintaining standard operating procedure manuals

	5. Planning and Organisation  
	· Delegating tasks and providing clear instructions

· Able to respond at short notice to changing tasks and priorities

· Prioritising given tasks to ensure deadlines are met

· Working to set plans to deliver a specific project
	· Working with colleagues in 
other departments to set up 
and agree project plans

	6. Initiative and Problem-solving
	· Ability to work using a high degree of own initiative to take forward and resolve issues
	· Identifying weaknesses in 
organisational policies and 
recommending changes and 
enhancements

	7. Experience and Education
	· Book-keeping

· Part-qualified Accounting Technician, or equivalent qualification or level of experience

·  Extensive use of computerised accounting software packages
	· Accounting Technician or equivalent qualification

· Use of Unit 4 ERP finance IT system

· Use of online banking and payment systems
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