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	Job Description

	Post Job Title:
	Accounts Payable Clerk
	Reports To Job Title:
	Accounts Payable Team Leader

	
	

	Function:
	UK Bus, Shared Services
	Location:
	Bordesley

	
	

	Level:
	
	Safety Status:
	

	
	

	
	

	1. 
	Purpose of the Job

	1.1
	Provide financial, administrative and clerical services associated with the receipt, processing, verifying, payment and reconciliation of supplier invoices on a timely and accurate basis.     

	2. 
	Key Accountabilities

	2.1
	Coding, registering, matching and processing of supplier invoices onto appropriate purchase ledgers ensuring correct treatment of VAT where applicable. 

	2.2
	Regular reconciliation of supplier statements to purchase ledgers. 

	2.3
	Handling supplier telephone/e-mail enquiries in a courteous and efficient manner – including subsequent notes entry into the Open Accounts system. Ensure that all significant issues are referred promptly to the Accounts Payable Team Leader.

	2.4
	Processing and day to day control of allocated supplier accounts. Chasing suppliers for invoices.

	2.5
	Ensure that supplier final demand, notification of legal action and/or account to be put on ‘stop’ are recorded in the ‘Threat’ log as soon as received and notified to the Accounts Payable Team Leader.

	2.6
	Process staff credit card expenses and cheque requisitions as required ensuring staff confidentiality is maintained at all times.

	2.7
	Responding to internal customer requirements as required.

	2.8
	General financial/office administration (e.g. opening and distribution of post, scanning, filing, OCR).

	2.9
	Perform other related duties as required.


	3. 
	Role Dimensions

	Financial      
	Non-Financial

	 [Brief synopsis of budget accountability, and level of authority]
	[Brief synopsis of number and type of staff controlled]

	No budget accountability or level of authority assigned
	No staff controlled

	4.
	Experience, Knowledge & Qualifications Required

	4.1
	Proficient in the use of Microsoft Office applications (e.g. Excel, Outlook and Word Packages)

	4.2
	Numerical and analytical skills – attention to detail and high level of accuracy 

	4.3
	Effective administration and organisational skills

	4.4
	Effective communication and interpersonal skills

	4.5
	Understanding of the principles of  VAT input tax

	5.
	Health & Safety Responsibilities

	5.1
	To comply with all company policies including the Safety and Environmental Policy Statements and the Drugs and Alcohol Policy.

	5.2
	To report all accidents, unsafe acts and conditions to their line manager.

	5.3
	To be aware of the fire and emergency arrangements for their location and each location visited.

	5.4
	To carry out their duties in a safe manner and ensure they do not put themselves or others at risk.

	6.
	Authority

	Authorised By:
	

	Finance & Accounts Payable Manager:
	

	Date:
	

	

	I acknowledge receipt of this job description and I confirm that I am fully conversant with its content

	Post Holder’s Name:
	

	Post Holder’s Signature:
	

	Date:
	


