	[image: image1.jpg]Ave r§/)




	JOB DESCRIPTION
	


	Job Title:
	Purchase Ledger Assistant

	Reports To:
	Purchase Ledger Team Leader


	You will be responsible for the following:
· Process and validate invoices via a scanning system

· Monitoring of the purchase ledger daily inbox

· Setting up and verification of Suppliers

· Checking payment runs for errors and duplicates

· Supplier Statement reconciliations
· Answer telephone queries 

· Building a relationship with internal and external bodies

· Creditor ledger reviewing

· Ad hoc reporting 




	Required Values: 

	Caring
	Puts people first

Shows kindness, warmth, and compassion and respect 
Recognises individuality and personal choice

	Supportive
	Works in new ways to source solutions for residents, families, and others  

Makes life meaningful for others 

	Proud 
	Fully committed to ensuring all residents, and members of staff are treated fairly, and feel they belong, shares success. 



	AGREEMENT

	EMPLOYEE SIGNATURE:
	
	DATE:
	

	MANAGER SIGNATURE:
	
	DATE:
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