


















The Role 

We are looking to recruit an experienced 

Purchase Ledger & Procurement Clerk. In 

this role, you will be responsible for 

managing the purchase ledger, including 

placing orders, recording the receipt of 

goods and services, checking for accuracy 

against original order & managing creditor 

reports. 

Supporting the Finance team, helping to 

provide a smooth and efficient financial 

service. 

This position requires strong verbal and 

written communication skills as well as 

strong numeracy and a keen eye for detail. 

The ability to juggle multiple tasks, often 

with short deadlines, is also essential. 

Job Title: Purchase Ledger & Procurement 

Clerk 

Reporting to: Head of Finance 

Department: Finance 

Hours: 40 hours per week, 8am to 5pm with 

I-hour unpaid lunch break

Contract: Permanent, full time, all year role, 

25 days' annual leave plus bank holidays (to 

be taken during the school holidays), pro 

rata'd if part time 

Salary range: £26,000 - £29,000 pa 

Key Working Relationships 

Head of Finance 

Head ofHR 

Bursar 

ELT/SLT 

All Staff 

Key Responsibilities 

The responsibilities outlined below are not 

exhaustive but are indicative of the 

requirements of this role. 

Purchase Ledger 

■ Managing the purchase ledger, including

placing orders, recording the receipt of

goods and services, checking for

accuracy against original order &

managing creditor reports.

■ Reconciliation of supplier accounts and work

with the Head of Finance where issues require

resolution.

■ Prepare the payment runs and payment files

on our accounts system. Once approved, the

setup of payment in the bank and ensure

timely approvals made.

■ Credit card reconciliation and petty cash

management. Reconciliation of the School

Amazon account

■ Use of Parentmail system to manage tea and

school club payments from parents.

■ Accurate processing of information in line

with financial regulation

■ Ensuring that the financial and booking

elements for school trips are correctly costed,

organised & billed to parents in conjunction

with teaching staff.

Procurement 

■ Manage the 'orders@' email account

■ Raising of PO's where staff require

■ Deal with enquiries from suppliers,

developing good working relationships with

them.

■ Processing invoices from suppliers, matching

with purchase orders and ensuring correct

approvals have been met.
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How to Apply 

The closing date for applications is 

Monday 6th January 2025. 

Interviews will commence w/c Monday 13th 

January. 

Early applications are encouraged and we 

reserve the right to interview outstanding 

candidates before the closing date. 

In order to apply, please complete the Sherfield 

School Application Form along with a covering 

letter which sets out your interest in the role 

and of your experience relevant to the required 

criteria. 

Please include the names and contact details of 

three referees. Referees will not be approached 

until the final stages and not without prior 

permission from candidates. 

Please send your application form and cover 

letter via email to Kirsty Humphreys, Head of 

Finance at finance@sherfieldschool.co.uk 

Personal data 

In line with GDPR, we ask that you do NOT 

send us any information that can identify 

children or any of your Sensitive Personal 

Data (racial or ethnic origin, political 

opinions, religious or philosophical beliefs, 

trade union membership, data concerning 

health or sex life and sexual orientation, 

genetic and/or biometric data) in your 

application documentation. 

Following this notice, any inclusion of your 

Sensitive Personal Data in your CV /application 

documentation will be understood by us as your 

expressed consent to process this information 

going forward. Please also remember to not 

mention anyone's information or details 

(e.g. referees) who have not previously 

agreed to their inclusion. 

Diversity, Equity, and Inclusion 

Education in Motion is committed to diversity 

within our team, organisational practices, 

policies and culture. We recognise that people 

with different backgrounds, skills, attitudes 

and experiences bring fresh ideas and 

perceptions, 

and it encourages and leverages these 

differences to make our work more relevant 

and approachable. Education in Motion will 

not discriminate or tolerate discriminatory 

behaviour on any grounds such as, but not 

limited to, race, gender, disability, nationality, 

national or ethnic origin, religion or belief, 

marital/partnership or family status, sexual 

orientation, age or socioeconomic background. 

Education in Motion strives to be an inclusive 

workplace where everyone feels a sense of 

belonging, has a voice, can raise concerns, and 

feels comfortable and confident. We expect 

everyone who works within to share this 

commitment and to act accordingly, as we 

aspire to best serve the Education in Motion 

mission and the community. 

Safer Recruitment Practice 

Education in Motion is committed to 

safeguarding and promoting the welfare of 

children and expects all applicants to share the 

same. We follow safer recruitment practices 

which are aligned to the recommendations of 

the International Task Force on Child 

Protection. 
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We hold ourselves to a high standard of 

effective recruiting practices with specific 

attention to child protection, and applicants 

must be willing to undergo child protection 

screening appropriate to the post, including 

checks with past employers and the 

Disclosure and Barring Service. 

Qualifications, Identification, 

Health and Background Checks 

Please note that you may be required to submit 

documentation providing proof of your identity 

and qualifications as part of Education in 

Motion's safeguarding procedures. You may 

also be required, if an offer is to be made, to 

undergo a pre-placement medical assessment 

and relevant background checks as part of 

the school's recruitment and safeguarding 

procedures. 






