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JOB DESCRIPTION

Job Title


:
Accounts Assistant
Department


:
Accounts
Division



:
Specialist Fleet Services
Location


:
Northampton
Reporting To
:
Transactional Finance Manager
Benchmarking Code

:

MAIN PURPOSE OF JOB: 
The role will be the primary point of contact for the purchase ledger and credit control of Specialist Fleet Services Limited, responsible for the entire end to end process of all divisions.
KEY RESPONSIBILITIES / ACCOUNTABILITIES:

 Accounts Payable
· Matching, batching and coding of a high volume and value of invoices 
· Ensure supplier statement reconciliations are being performed and ensure integrity of creditor balances 

· Logging and communication of all supplier invoice queries

· Resolving all invoice / order queries within a tight timeframe 

· Preparation and completion of payments 
· Management of shared inbox, ensuring timely responses are made to prevent “on stop” issues.

· Managing supplier calls.

Accounts Receivable

· Responsible for invoicing of ad-hoc revenue 
· Support in the debtor collections for the business
· Resolving all invoice / order queries for customers within a tight timeframe 

General Accounts Duties

· Supporting the daily cashbook process

· Handling inbound calls
· Other general duties as requested 
Essential Skills







· Financial literate
· Confident with excel to intermediate level
· High level of accuracy and attention to detail

· Well organised and dependable
· Ability to work under pressure and achieve deadlines.

· Confident telephone manner
· Demonstratable experience in building relationships 
· Presentable and able to conduct themselves in a professional manner
· Ability to work as part of a team but also on their own initiative

Desirable Skills

· Proven purchase ledger experience

· Good knowledge of double entry bookkeeping
· Experience of windows-based accounting packages, preferably Access Dimensions
· Experience in accounts receivable 
	COMPETENCIES, BEHAVIOURS & PERFORMANCE MEASUREMENTS

	COMPETENCY
	LEVEL (Core, Progressive, Expert, Advanced)

	COMMERCIAL THINKING


	Core

	ADAPTING TO PRESSURE & CHANGE


	Core


	DELIVERY OF RESULTS


	Core

	CUSTOMER FOCUS
	Progressive

	COMMUNICATION
	Progressive

	TEAMWORK
	Progressive

	DEVELOPING SELF AND OTHERS


	Core


	LEADERSHIP

	Core

	CONDUCT RISK

	· Understand how the principles of conduct risk impact on the processes and procedures within your role

· Treat customers fairly by ensuring all communication to an individual is clear, fair, jargon free and that all of their questions are answered by providing full information; enabling someone to make an informed decision

	INDIVIDUAL CONDUCT RULES

	1. You must act with integrity

2. You must act with due skill, care and diligence

3. You must be open and co-operative with the FCA, PRA and other regulators

4. You must pay due regard to the interests of customers and treat them fairly

5. You must observe proper standards of market conduct
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