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	Job Title
	Accounts Payable Assistant
	Department
	Finance

	Reports To
	 Accounts Payable Team Leader
	  Level 
	7
	Location
	Central Support, Wakefield



Job Purpose - Overview
	Provide a brief, four-sentence description of the role, what success in the position looks like, and how it fits into the company or organization overall. Consider overall delivery, risk, decision making authority. 

	This role is responsible for processing supplier invoices, maintaining accurate ledgers. Accuracy and attention to detail are key.
The role is supported by Team Leaders and the AP Manager, as well as a close-knit peer group.
This role works with stakeholders across the business to process and pay supplier invoices for goods and services across the UK and ROI businesses.


Key Accountabilities
	Outline the types of accountabilities that are attributable to the role. Provide a concise bullet point list of the responsibilities and duties of this job (no more than 8). List the essential duties required to carry out this job and in order of importance. Use complete sentences. Start sentences with verbs. Use the present tense. Use gender neutral language

	· Processing supplier invoices both GFR & GNFR, including using import tools for high volume suppliers
· Processing supplier invoices for approval by the cardfactory stakeholder
· Processing expense claims and company credit cards
· Scanning of documents as part of the processing of transactions
· Responsibility for the reconciliation of supplier accounts to statements & housekeeping of ledgers.
· Supporting with new supplier set ups and changes to supplier master data
· Preparation of payment proposals to ensure accurate payment of suppliers to terms
· Monitoring of the centralised team mailbox.
· Resolution of queries from both stakeholders and suppliers.
· Proactively improve payment performance of own suppliers.
· Reduce debit balances across all owned suppliers.
· Ad hoc tasks and projects needed as part of the overall deliver to the business of accounts payable.
· Active participation in team meetings



	Stakeholder Relationships

	Outline who key stakeholders are, whether internal and / or external, whether interfaces are transactional or how much relationship management is needed. Level of influencing/gravitas.

	· External suppliers are the main stakeholder.
· Colleagues across the business look to Accounts Payable to pay accurately and to time, to avoid suppliers contacting them with issues.
· Finance Colleagues are the main internal stakeholder, including the Financial Planning & Analysis (FP&A) team for cash flow forecasts
· There is opportunity to influence ways of working and process improvements within legal parameters / guidelines


	Qualifications, Skills, Experience, Attributes Required

	Provide a bullet point list of job functional knowledge (technical/subject-matter/professional expertise), business knowledge, problem-solving and interpersonal skills and experience required for the satisfactory performance of the job e.g. education level, experience, specific skills, personal characteristics, certifications, licenses. 

	· Strong attention to detail and diligence to accuracy towards both numerical and 
· Be self-driven and can work autonomously.
· Confident, clear and concise in communicating within the team and with stakeholders by telephone/Teams & email.
· Able to show empathy and compassion towards stakeholder.
· Agility to adapt to the immediate needs of the business.
· Keen to learn new skills and develop personally





	For line manager roles only

	Total team size
	
	Direct/Indirect reports
	

	Budget responsibility
	
	Capital/Revenue Responsibility
	


Role Metrics

Last Updated: 05/02/2024
	
	
	



image1.png




image2.png
&
W




image3.png
&
W




image4.png




image5.png
&
W




image6.png
&
W




image7.png
cardfactery

quality and value for alllife’s moments




