

[image: image1.png]GORDON
MOODY





Job Title

JOB DESCRIPTION
	Job Title
	Purchase Ledger Assistant 

	Reporting to
	Line Manager

	Location
	

	Salary
	

	Hours
	


OVERALL JOB PURPOSE
To maintain the charities purchase ledger and support the finance functions of the charity.
KEY RESPONSIBILITIES 
1. Purchase ledger (invoices, coding, gaining authorisation)

2. Weekly payment runs

3. Daily bank upload and reconciliation 

4. Ensuring all supplier information is accurate and up to date (obtaining insurance etc)

5. Adhoc finance support 


PERSON SPECIFICATION 
	Essential
	Desirable

	Previous purchase ledger experience 
	Experience working with Xero 

	Strong organisational skills
	Working within a charity 

	Attention to detail 
	

	Ability to work within a team 
	

	Working to finance deadlines
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