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Description automatically generated]Purchase Ledger Admin Job Description
	Job Title:
	Purchase Ledger Admin

	Reports To:
	Purchase Ledger Supervisor 



	Job Summary:
	This role is essential in ensuring the accurate and timely processing of supplier invoices and maintaining strong financial controls across our care home operations.
The successful candidate will be responsible for invoice matching, coding, and posting, as well as handling external and internal queries and reconciling statements. 



	Role Responsibilities:

	
· Process and validate invoices via a scanning system
· Monitoring of the purchase ledger daily inbox
· Setting up and verification of new suppliers on individual home ledgers
· Supplier Statement reconciliations
· Answer telephone queries 
· Building a relationship with internal and external bodies
· Creditor ledger reviewing
· Ad hoc reporting 


This is not intended as an exhaustive description of duties and responsibilities and may be amended following consultation with the jobholder.



	Person Specification:

	Experience 
	Essential/Desirable 
	Assessment 

	Previous Purchase Ledger experience
	D
	CV/Application form 

	Previous experience within an Administration role
	E
	CV/Application form 

	IT Literacy – competent in MS Office

	E
	Interview 

	Knowledge/Skills & Abilities
	
	

	Ability to communicate effectively both verbally and in writing. 
	E
	Application form / interview

	Effective interpersonal skills and professional telephone manner
	E
	Interview / references

	Have a positive attitude to clients and visitors to the home
	E
	Application form / interview

	Display a commitment to self development
	E
	Interview

	To be able to prioritise own workload
	D
	Interview

	Establish good relationships with all staff within the company
	E
	Interview

	

	Values – I am fully committed to being: 
· Caring
· Supportive
· Honest
· Respectful
· Accountable




	Agreement:

	
Employee Signature:

	
	
Date:
	

	
Manager Signature: 

	
	Date: 
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