	POST TITLE
	PURCHASE LEDGER ASSISTANT

	DEPARTMENT
	FINANCE

	REPORTING TO
	PURCHASE LEDGER SUPERVISOR

	RESPONSIBLE FOR
	None

	GRADE
	


	JOB PURPOSE

	To provide assistance to the Purchase Ledger supervisor for the running and maintenance of the Accounts Payable ledger. 


	KEY TASKS

	· To ensure all invoices are registered and promptly and accurately recorded 
· To ensure that main Supplier accounts are regularly reconciled to supplier statements

· To deal with day to day  queries from Suppliers and to liaise with Club managers to ensure prompt invoice approval
· To check invoices to orders, Goods Received Notes and ensure that they are correctly authorized and coded

· To update and process invoices using the Ultrasys purchasing system and to check invoices and investigate discrepancies

· To provide cover for the Purchase Ledger Supervisor in their absence

· To ensure that invoices and accounts payable records are filed in an organized and timely manner  


	MINIMUM QUALIFICATIONS AND EXPERIENCE

	The Post Holder is required to have an “A” level education with a minimum 3 years experience working in an accounts office. It is desirable that the Post holder has worked in a similar post previously.


	SKILLS AND EXPERIENCE – Essential

	· To have an intermediate level MS Office skills particularly Excel and Word

· To have a good understanding of accounting principles with particular knowledge of the Accounts Payable function

· To have good verbal and written communication skills and is able to deal with customers politely but forcefully when necessary

· To be able to work accurately and efficiently


	SKILLS AND EXPERIENCE – Desirable

	· To have a recognised accounting qualification

· To have advanced level Excel and Word skills   

· To have experience using Ultrasys or a similar purchasing system
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