CANDIDATE
INFORMATION
BROCHURE

PURCHASE LEDGER OFFICER
30 HOURS PER WEEK
PERMANENT

THE SCHOOL
Sedbergh School, founded in 1525 by Roger Lupton, Provost of Eton, is an Independent Coeducational Boarding
School. The Headmaster is a member of the Headmasters’ and Headmistresses’
Conference. Set in the spectacular Yorkshire Dales National Park, it also benefits from fast
motorway and rail access to therest of the UK.
The School is a vibrant, demanding and supportive community which encourages pupils and
staff to be involved in as broad a range of activities and interests as possible. Art, Drama and Music
are especially strong, and the School has a national reputation for Sport. Sedbergh has its own Prep
School located approximately five miles away at Casterton.
Sedbergh is flourishing academically, and is proud to be an academically non-selective school,
with a broad range of abilities.
GCSE results have been consistently good and improving since 2017, with approximately 40% of
results at grades 9-7. Since Covid, results have increased with Teacher Assessed Grades, but we are
confident that this reflects our superb remote learning and significant work contributing to our
positive value-added results.
At A Level we have enjoyed a similar pattern and forecast further improvement through the success
of recent GCSE cohorts. Our results average at approximately 40% A*-A, again adding
significant value from GCSE performance. Our BTEC programmes provide life-changing
opportunities to pupils for whom the traditional academic route is inappropriate. We are proud of
the range of post-Sedbergh routes and opportunities for our pupils, with the majority of our pupils
moving on to Russell Group universities, and an increasing amount seeking alternative routes,
including university around the world and degree-apprenticeships.
The School is a vibrant, demanding and supportive community which encourages pupils and staff
to be involved in as broad a range of activities and interests as possible. Art, Drama and Music are
especially strong, and the School has a national reputation for Sport. Sedbergh has its own Prep
School located approximately eight miles away at Casterton.
Mr D J Harrison MA (Cantab) is the Headmaster of Sedbergh Senior School. Mr W R Newman MA
is Headmaster of Sedbergh Prep School.
The Chief Operation Officer, Peter Marshall, is responsible to the Principal and Governors for the
management of all the administration and support staff.
The Chief Operating Officer has responsibility not only for the finances of the School, but also for
the extensive land and buildings, maintenance department, grounds & gardens, catering,
housekeeping & domestic staff and all other support staff, as well as running the commercial
trading arm of the School, Sedbergh School Developments Limited.

OUR LOCATION
Only 90 minutes driving from almost every
major city in the North, Sedbergh School is a
world away from the temptations and
pressures of urban life.

By Air
Sedbergh is within 90 minutes of the
international airports of Manchester, Leeds,
Liverpool and Newcastle.
By Rail
There are direct trains from London within 2
hours 40 minutes.
Location
Sedbergh School is under 5 miles from the M6,
giving fast motorway access to Scotland, the
Midlands and the South.
Approaching from the North East
The recommended route is either the A1 and
A66 from Scotch Corner or, if living further
south, the A65. The A684 through the Dales is
beautiful, bet very much slower.

Welcome to the fold

“A School with a very
special atmosphere and
sense of family”
“

THE POSITION
The purpose of the Purchase Ledger Officer is primarily to ensure that the Purchase Ledger is
accurately maintained and process deadlines (payment dates) are met.
The succesful candidate will ensure suppliers are paid in accordance with agreed terms and
conditions, or in accordance with best practice.
Furthermore, they will ensure good internal control with respect to the Purchase Ledger function.
For example invoices are signed off by the appropriate signatories, coded correctly and any
recharges identified.

KEY DUTIES AND RESPONSIBILITES
The duties and responsibilities attached to this role will be those set out below. In addition to those
duties, Sedbergh School reserves the right to require you to undertake additional or other duties
within your capacity as may from time to time be reasonably required and necessary to meet the
needs of the School.
To maintain the Invoice/Purchase Order signatory list and issue periodic updates to budget
holders.
To ensure all invoices and expense claims are correctly calculated, approved and coded.
Ensure expense claims comply with the expenses policy.
Ma-intain adequate records of pro-forma invoices issued and chase up associated invoices.
Investigate and resolve purchase ledger queries as required.
To reconcile supplier statements to supplier purchase ledger accounts.
Processing supplier, ad-hoc and expense payments as and when required, confirming payments
with a remittance advice.
To raise cheques for suppliers who don’t accept BACs payment.
Ensure prompt filing of supplier invoices.
To liaise with suppliers concerning invoice queries.
Keep supplier details up to date with any changes.
To undertake ad-hoc tasks as required from time to time to assist in the general running of the
Bursary.
To carry out the responsibilities of the post with due regard to the School’s policies and to treat
colleagues and other stakeholders with respect and dignity at all times.

SKILLS, KNOWLEDGE AND ABILITIES
Accounting purchase-ledger experience.
A strong customer service focus, and ability to build effective working relationships with employees and
external suppliers.
The ability to work effectively in a busy team environment.
The ability to work under pressure and to deadlines.
High attention to detail and an orderly approach to processing.
Expense-claim processing knowledge and understanding.
Good time management.
Ability to prioritise.
Sound working knowledge of MS Windows-based software packages, including Word, Excel, Email and the
Internet.

GENERAL HEALTH AND SAFETY
The Purchase Ledger Officer must be fully conversant with the School’s Health & Safety Policy and report
any breaches of the policy to their Line Manager.

REPORTING
The Purchase Ledger Officer will report directly to the Payments Manager. However, the successful
candidate will also need to contact and liaise with budget-holders for authorisation of invoices, as well as
working closely with employees at all levels within the organisation.

APPLICATION PROCESS
If you would like to be a part of our team and make the most of this fantastic opportunity,
please visit www.jobs.sedberghschool.org
For informal enquiries about the role, please contact the HR Department on
hradmin@sedberghschool.org
All applicants must submit a School application form giving the names of two referees. A
supporting letter and CV will also be welcome in addition.
Diversity – the School is fully committed to the principles of equal opportunity, diversity, and
inclusion. Sedbergh School does not discriminate on the grounds of gender, disability, age,
sexual orientation, marital status or racial ethnic or national origin and applications are
welcome from a diverse range of backgrounds.
The closing date for applications will be 5.00pm, Friday 19 August 2022.
We look forward to hearing from you.

Sedbergh School is committed to safeguarding & protecting the welfare of children. Applicants
must be willing to undergo child protection screening appropriate to the post, including checks
with past employers and the Disclosure and Barring Service.
Registered Charity No 1080672

