Rco-operative society

Accounts Payable Clerk Wanted

Part Time Permanent Position
Salary £20,250 FTE, Pro Rata, 20 hours a week

jobs@radstock.coop

Start Date Location Contract Work Schedule
No later than Head Office 20hrs pw 5 days of 4hrs, or 4
5t Sept. 2022 days of 5hrs

Duties will include undertaking some or all the following:

To input invoices onto our invoice matching system for deliveries received into
stores.

To send invoices out for electronic authorisation when not performed
automatically by the finance system.

To understand the Society’s Chart of Accounts, and apply to purchase
invoices as well as cross check coding on requisitions and purchase orders.
To be part of the purchase order approval process within finance system,
ensuring purchase orders are good receipted in a timely manner.

To reconcile supplier statements and support the investigation of any
discrepancies between invoices and delivery notes or purchase orders and
resolve any queries either internally or with external suppliers through to
resolution.

Assist with the month end close for accounts payable.

Day to day responsibility of the shared mailboxes, ensuring that appropriate
actions take place or are escalated to the Accounts Payable Supervisor when
necessary.

Ownership over the internal mail system, via the blue bags.

Point of contact for finance mail.

Under the guidance of the Accounts Payable Supervisor, provide holiday
cover for activities of the Finance Assistant when appropriate.

To play a full and active part in your 1:1s and appraisal to help identify and
remedy barriers to optimum performance.

To comply with Society’s policies in particular Health & Safety, Equal
Opportunities, Computer, Internet, and Email Use.

To undertake such other duties that may be required from time to time
commensurate with own capabilities.

In addition to these responsibilities, your line manager will set objectives on a
regular basis.

You will have intermediate/advanced knowledge of Microsoft Outlook, Word,
and Excel, exposure to an accounting system ideally for a multi-channel
environment, and ideally have had exposure to VAT procedures. You will
also have a basic understanding of the retail environment.

You will be accurate with great attention to detail, have strong keyboard
skills, be well organised and have excellent time management skills.

You will have strong communication skills, a confident telephone manner, be
a team player and show confidence in identifying and enhancing processes
for improvement.
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