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CAREER OPPORTUNITY POSTING

	Position Title :
	Purchase Ledger Clerk
	Department :
	Purchase Ledger 

	
	
	
	

	Location :
	Willenhall
	Posting Date :
	16th March 2011

	
	
	
	

	
	
	
	


SCOPE:

To work within a busy Purchase Ledger department responsible for processing and paying invoices relating to the Laidlaw Business, ensuring procedures are adhered to and timescales are met.  Deal with purchase ledger queries, ensuring a prompt resolution.  
PRINCIPLE RESPONSIBILITIES:
· All aspects of Purchase Ledger

· Daily processing of invoices
· Matching invoices to orders on screen

· Contact with suppliers and members of staff at all Laidlaw branches, to resolve invoice queries

· Reconciliation of Goods Returns Notes and inputted invoices to the general ledger
· Raising BACS and cheque payments

· Supplier statement reconciliations

· Administration of supplier credit note process
· Other related duties

KNOWLEDGE/COMPETENCIES:
· Previous purchase ledger experience 

· Excellent interpersonal and communication skills and the ability to develop relationships. 

· Customer Focused

· Flexible approach

· Able to plan and organise

· Ability to work under pressure, deal with large volumes of invoices and work to deadlines

· Experience of integrated computer system useful (Unison & Sage preferred, but training will be given)

· Familiarity of Microsoft Word and Excel desirable 
Please apply in writing, enclosing your CV to Bernadette Rogers, HR, Willenhall, having notified your line manager.
Closing date:  Friday 25th March 2011
