DRAKEN PRIVATE

DRAKEN PRIVATE

[image: ]DRAKEN PRIVATE


Job Title:  Purchase Ledger Clerk

	Role Purpose (position scope)

	
· To assist in maintaining the Purchase Ledger accounts, supporting with credit card processing and completing other miscellaneous ad hoc duties. 




	Line Manager
	Dotted Line
	Direct Reports
	Dotted Line

	Treasurer and Ledger Manager

	None

	None
	-



	Key Responsibilities

	
Safety first. Operate at Draken in accordance with the SHE standards. Identify where the SHE Standards are applicable to appointed operations/tasks and apply safe systems of work identified.

· Processing of supplier invoices using Aerotrac, matching invoices to orders.
· Obtaining approval of non-order invoices.
· Reconciliation of supplier statements, requesting refunds or copy invoices as required.
· Processing of Purchasing Card and Company Credit Card Transactions and reconciling to statement.
· Processing of expenses via XpenseEez.
· Confirmation of bank details for weekly payment runs.
· Processing weekly payment runs on Barclays.
· Responding to internal and external queries. 
· Assisting other Purchase Ledger clerks and holiday cover.
· Any other duties that are reasonably requested by management.





	Core Competencies

	
· Previous purchase ledger experience
· Able to work under pressure
· Previous Sage experience
· Able to prioritise workload, using initiative to manage daily tasks
· Attention to detail
· Have solid knowledge of Microsoft office including Word and Excel
· Flexibility at busy times of the year 
· Be a good team player




	Key Measures

	· Processing of purchase invoices
· Reconciliation of supplier statements
· Resolving supplier queries
· Adhere to month end close deadlines, allowing sufficient time for the contract and financial accountants to complete the month end reporting
· Accurate processing on weekly payment runs
· Providing support to all the team when required
· Ability to work independently 
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