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JOB DESCRIPTION / PERSON SPECIFICATION


	Name
	

	Job Title
	Purchase Ledger Clerk

	Reports To
	Management Accountant

	Company
	Ashcourt (Durham & Tees Valley)



	Core Duties/Responsibilities

	(The key responsibilities of the role against which performance is measured)

Ownership Duties:
· Day management of ledgers including inputting purchase ledger and bank transactions, reconciling to statements and requesting details for missing transactions
· General accounts work, including, invoicing, allocation of payments, processing payments, etc.
· Build and maintain strong working relationships with suppliers
· Line manager for a junior member of the team, providing day-to-day support
· To assist with the preparation of monthly management accounts
· To maintain an adequate and organised filing system
· To deal with client queries by phone and emails
· To assist with ad hoc projects and finance team initiatives
· To reconcile intercompany ledgers on a monthly basis






	Health & Safety Responsibilities

· Support in accidents, incidents and near-miss investigations by providing statements and evidence where required
· Follow and adhere to risk assessment controls, Safe Systems of Work & PPE requirements
· Follow emergency procedures where practicable






	Qualifications required for the role
	Essential
	Desirable

	Full driving licence
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	Working towards an Accounting qualification
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	Experience required for the role
	Essential
	Desirable

	Previous experience in accounting
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Specific Skills required for the role
	Essential
	Desirable

	Excellent knowledge of IT
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Behaviours to be demonstrated
	Essential
	Desirable

	Good organisation & time management skills
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	Courteous and polite to customers and staff
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	Strong organisational, administrative and planning skills
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	Excellent verbal and written communications skills
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	Attention to detail
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	Able to multi-task
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