	POST TITLE
	SALES LEDGER CLERK

	DEPARTMENT
	FINANCE

	REPORTING TO
	SALES LEDGER SUPERVISOR

	RESPONSIBLE FOR
	None

	GRADE
	


	JOB PURPOSE

	The role is to maintain the Sales Ledger function ensuring that the records are up to date, accurate and sufficiently detailed to be able to provide effective management information. The role also involves Credit Control work to chase all the debts of the Club.


	KEY TASKS

	· To ensure that all invoices are promptly and accurately recorded
· To ensure that all receipts are promptly recorded and correctly allocate dto the correct customer account

· To chase over due debts by the use of telephone and written means

· To perform credit checks on new customers 

· To maintain income records and prepare reconciliations for all Match Tickets and Meetings and Events  

· To provide regular and correct information for management




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

· To have experience of performing complex account reconciliations 

·  To have a reasonable analytical and reporting skills

· To be able to manage conflicting priorities


	SKILLS AND EXPERIENCE – Desirable

	· To have a recognised accounting qualification

· To have advanced level Excel and Word skills   

· To have prior experience as a Credit Controller
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