
  JOB DESCRIPTION 

 
 

Job Title Accounts Assistant- Purchase Ledger 

Reports to Accounts Payable Manager 

Department Finance 

Job Family Level 
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Key Areas of accountability and Key Performance Indicators (KPIs) 
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Knowledge/Qualifications/Skills/Experience required  

• Good GCSE level English and Maths. 

• Bookkeeping, AAT or equivalent qualification or qualified by experience.  

• Opportunity to continue training and developing.

• Although some of the tasks are of a routine nature it requires someone who is 
capable of thinking independently – an opportunity to grow and learn with the job. 

• Previous high volume purchase ledger experience. 

• Experience of using Sun Accounts & Procurement package, is advantageous. 

• Team player but also able to work independently 

• Good communication skills and the ability to address a variety of stakeholders 

• Sound working knowledge of standard IT packages, systems and/or databases 

• Proactive approach to relationship development with colleagues 

• Good attention to detail 

Resources including team management  
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