
Job Description

Job Title 
Finance Assistant – Purchase Ledger
Reports to:
Finance Controller 

Hours:
39 hours per week, Monday to Thursday 8:00 to 17:00hrs.



Friday 8:00 to 16:00hrs
Location:
M&H Plastics



London Road



Beccles



Suffolk  



NR34 8TS

Job Purpose:


· Day to day maintenance of the Purchase Ledger.
Responsibilities:
· The Purchase Ledger Controller will with a colleague co-lead the day to day maintenance of the Purchase Ledger, including

· Ensuring timely processing of invoice data onto computer systems, clearing this through the Purchase Ordering/Goods received system

· Resolving price and quantity queries internally and with suppliers

· Ensuring periodic housekeeping and data cleanse of GRNI report 

· Reconciliation of invoices to Supplier Statements

· Reconciliation of intercompany RPC balances

· Ensuring timely preparation and processing of bi-monthly payment runs

· Assistance with providing Supplier Spend analysis

· Reviewing Supplier Accounts for up to date information
· Maintain accounting records as required, including 
· Maintaining payment side of cash book posting

· Analysing and Processing credit card statements 
· Petty Cash – Physical management of cash and responsibility to maintain sufficient sterling and overseas currency balances and banking excess funds. Ensuring all claims are in accordance with Company Policies and HMRC guidance.
· Assistance with periodic audit requests 
· The particular duties and responsibilities attached to the post may vary from time to time without changing the general character of the duties or the level of responsibility entailed.  Such variations are a common occurrence and would not themselves justify the re-evaluation of the post.
Person Specification
Essential Skills:
	Essential Selection Criteria
	Method of candidate assessment

	5 GCSE’s at grade C or above (must include English and Maths)  
	Application form

	Competence in the use of the Microsoft suite of applications (especially Excel) 
	Application form/interview

	The ability to communicate effectively, verbally and in writing, and at all levels within the Company.
	Application form/interview



	Plans and organises own work and supervise work of others, ensuring a high level of accuracy in all work undertaken
	Application form/interview

	Ability to work under pressure whilst working to meet tight deadlines
	Application form/interview

	Is able to work as part of a team to achieve team objectives
	Interview

	Able to respond positively to changing work demands
	Interview

	Is conscientious and thorough in all aspects of work responsibilities, and has a professional approach to work
	Interview

	Confident in challenging existing practices and looking for continuous improvement in all areas of work
	Interview

	The ability to work on one’s own initiative to achieve objectives and taking responsibility for work/actions undertaken. 
	Interview


Desirable Skills:
	Desirable Selection Criteria
	Method of candidate assessment

	Previous experience of working in a high volume accounts payable environment in an accounts office.
	Application form


This is a monthly paid salaried position.
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