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CDE Global Ltd is a progressive and award winning company supplying the Global recycling, quarrying and mining industries with innovative aggregate processing solutions.  

CDE are now looking to strengthen our Finance team with the addition of the following position:
ACCOUNTS PAYABLE CLERK 
Reporting to:
Financial Controller
Job Purpose:
Working alongside an Accounts Payable Team processing high volume of purchase invoices on to computerised Purchase Ledger systems (SAGE 1000) for four group companies
Responsibilities:

· Processing purchase invoices/credit notes through purchase ledger. 

· Matching of Purchase Orders to invoice where permitted.
· Process Supplier Payments.
· Querying purchase invoices and distributing to relevant persons to resolve.
· Obtaining copy Proof of Delivery from suppliers, matching to invoices and querying with stores personnel.
· Collecting and sorting daily post re. Statements / invoices.

· Filing.

· Enveloping and posting of cheque payments.
· Answering with telephone calls. 

· Completing reconciliation of month end supplier statements to the Purchase Ledger.
· Deal with supplier queries.
· Process month end reports e.g. Purchase Ledger closure.
· Work to tight month-end deadlines.
· Setting up new supplier accounts and maintain existing account details.
· Verifying subcontractors with HMRC.

· Submitting online CIS return to HMRC.
· Any other duties which may, from time to time, be reasonably required within the role, for example:
· Recording all fuel usage on fuel analysis spreadsheet for fuel related invoices.
· Posting journals e.g. salary and fixed asset depreciation.
· Analysing and processing Staff Expenses.
· Analysing and processing company credit card transactions.
•
Perform role in accordance with the Company’s Health and Safety policy.
Accounts Payable Clerk - Person Specification
	CRITERIA
	ESSENTIAL
	DESIRABLE
	ASSESSMENT METHOD

	QUALIFICATION/

ATTAINMENTS
	· Educated to "A-Level" or equivalent. 
· GCSE grade C or above in Maths and English 

	· Educated to Degree level in a relevant discipline
· IATI qualification or equivalent

	· Application Form

	RELEVANT EXPERIENCE


	· A minimum of 1 years accounts experience in an Accounts Payable environment.

	· Experience of Sage 500/1000
	· Application Form

	SPECIAL APTITUDES


	· Computer literate in Windows based Software Products  (particularly Excel);

· Attentive to detail;
· Able to work under pressure and meet tight deadlines;

	· Experience of preparing supplier statement reconciliations;

· Knowledge of Construction industry scheme;
· Posting journals on accounting system;

· Good numerical skills;
· A pleasant, confident telephone manner; 

· Strong organisational skills; 

· Tact, discretion and respect for confidentiality; 

· Team player;
· Fluency in a foreign language

· Dependable and reliable;

· Pleasant telephone manner;

· The ability to plan your own work, work on your own initiative and meet deadlines

	· Application Form / Interview

	CIRCUMSTANCES


	· Clearance to work in UK
	· Current driving licence and vehicle insured for business use


	· Interview


Desirable criteria may be used for shortlisting.  The Company reserves the right to vary criteria at the shortlisting stage.
	COMPETENCY
	BEHAVIOUR
	ASSESSMENT METHOD

	RESULTS DELIVERY
	Working with a sense of urgency, being focused on both the customers and Managers and delivering results on time whilst keeping prudence at the front of everything.

	Interview

	INNOVATION / PROACTIVE SOLUTIONS
	Continually developing world beating products, service and processes through innovation, initiative and intuition.  Never being satisfied with the status quo. Being unique, bold and original.

	Interview



	LEADS BY EXAMPLE
	Demonstrating commitment to engineering excellence, sharing solutions and knowledge with each other, working hard and diligently. A role model

Plan > Do> Review >Act


	Interview

	COMMUNICATION
	Communicates clearly and effectively with a personal touch. Fosters dialogue to ensure everyone understands what is going on.  Working with a smile (

	Interview

	CUSTOMER FOCUS
	Striving for the best value for our customers in everything we do.  The customer whether internally or externally is first.
	Interview

	JOB SPECIFIC KNOWLEDGE
	Demonstrates required job knowledge and understanding to successfully and competently fulfill or exceed the requirements of their post. 

Proactively demonstrates a desire to enhance and develop their job knowledge.


	Interview


We are an equal opportunities employer and welcome applicants from all countries and backgrounds.
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