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Job Description
Job Title: Accounts Payable Administrator
Reporting To: Account Payable Manager 
Location: Shared Services Windsor 
Job Overview
The Accounts Payable Administrator is responsible for managing the day-to-day accounts payable activities across our care and education services. This includes ensuring timely and accurate processing of supplier invoices, expense claims, and payment runs, while maintaining strong control over costs and compliance. Reporting to the Accounts Payable Manager, the role plays a key part in maintaining positive supplier relationships, supporting internal teams, and ensuring financial accuracy across multiple sites. Full Time 40 Hours per week - Hybrid Role with 3 days from Windsor and 2 days remotely.

Job Responsibilities:
· Oversee daily accounts payable operations across multiple educational and care settings
· Ensure timely and accurate processing of supplier invoices, petty cash expenses, and payments
· Monitor the AP ledger and ensure timely resolution of aged creditors and debit balances
· Manage weekly payment runs, ensuring compliance with internal controls and authorisation protocols in Sicon
· Act as a contact for resolving complex or sensitive supplier queries
· Liaise with internal teams (site managers, projects team, senior leadership) to ensure data accuracy and timely approvals
· Support month-end and year-end close processes including Journals reconciliations and accruals
· Ensure compliance with internal policies, safeguarding, and data protection requirements
· Contribute to the continuous improvement of AP processes and systems
· Be the first line of escalation for AP queries.
Our Values
-We are Supportive by promoting opportunities for everyone so they can reach their full potential
-We are very Ambitious to provide the best possible outcomes for the people who use our services
-We are Loyal because we put the people that we support and our staff at the centre of everything we do, and we deliver on our promises. We also are committed to ensuring that our services are meeting the needs of all stakeholders
-We are Unique because we are ambitious and innovative about the diversity of the services that we provide without compromising quality
-We are Transparent by being open, honest and fostering a culture of mutual respect. We promote a culture where we learn by our experiences, and we are committed to doing things better and setting the highest standards in what we do
-We are Engaging because we work in partnership with the people that we support, our staff and all our stakeholders
-We encourage everyone to experience a Meaningful life by being aspirational and by offering opportunities
Knowledge, skills and competency
· A minimum of 4 years working in an AP Team is a similar industry.
· Proven understanding of, and ideally experience of, basic bookkeeping and accounting payable principles.
· Friendly and enthusiastic personality, with high levels of attention to detail
· Fluent English speaker.
· Proficiency with MS Office, in particular MS Excel. Experience with Sage 200 or a similar system would be an advantage but is not essential
· Ability to work in the UK and to receive a clear DBS check
· Experience of working within the healthcare sector or similar multi-site business would be an advantage but is not essential.
This job description should not be seen as all encompassing, and the post holder will be expected to undertake any other responsibilities appropriate to the post as identified by the company.  We are looking to create a multi-skilled team so we will expose you to other aspects of the finance team including sales ledger, management accounting and financial planning and analysis.

	Area
	Essential
	Desirable
	Evidence

	Professional Qualifications/Experience
	Proven experience in AP or finance 
	Experience with budgeting or cost control
	Interview

	
	Experience in care/education industry finance, worked in Multi site business 
	Multi site AP reporting 
	Interview

	
	
	 AAT qualified or similar
	Certificates

	Knowledge
	Strong understanding of AP processes
	Knowledge of education or care sector financial regulations
	Application Form

	
	Understanding of supplier and contract management
	
	Interview

	Skills
	Excel and finance system skills
	Project or process improvement experience
	Application Form

	
	Excellent communication
	
	Interview

	
	Able to lead and train a small team
	
	Interview

	
	Problem-solving & reconciliation skills
	
	Interview

	Personal Qualities
	Detail-oriented, organised, and proactive
	- Adaptable and open to change
	Interview

	
	Integrity and discretion with sensitive data
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