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SILTBUSTER LTD 
  POSITION DESCRIPTION: Purchase Ledger Administrator 

	DEPARTMENT:
	Finance

	LOCATION:
	Monmouth

	POSITION PURPOSE:
	Maintain the completeness and accuracy of the Company’s Purchase Ledger and associated reporting 



	RESPONSIBLE TO:
	Project/Management Accountant 


	RESPONSIBLE FOR:
	N/A

	REGULAR CONTACTS:
	External 
	Suppliers
Auditors


	
	Internal
	Finance Department
Procurement
Projects Team




MAIN RESPONSIBILITIES:
· Maintain an organised and up-to-date Purchase Ledger, ensuring all transactions are recorded correctly.
· Manage the Purchase Ledger email inbox to ensure that invoices are processed in a timely manner.
· Matching invoices to Purchase Orders and Delivery Notes with precision and accuracy.
· Code and record all purchase invoices with required supporting documentation.
· Reconciliation of supplier statements and resolving potential queries.
· Collaborate closely with internal teams, suppliers, and vendors to ensure seamless coordination and resolve any discrepancies.
· Process the monthly staff expenses via the 3rd party portal and record the correct entries within the Ledgers.
· Month end reconciliation and closure of the Purchase Ledger Module.
· Preparation of the Purchase Ledger payment runs.
· Identify opportunities to automate and increase efficiencies in the Purchase Ledger process.
· Perform periodic financial analysis to detect and resolve supplier queries.
· Continual enhancement of departmental processes within the Finance function.
· Work closely with the Project/Management Accountant and Head of Finance to support the implementation of new systems & processes.
· Work as part of the annual financial audit team and provide valuable contribution to its completion.  
The main responsibilities are outlined above.  This is not a definitive list, and other tasks/activities may be necessary as the company’s commercial activities require.

QUALIFICATIONS & EXPERIENCE:
· Recent and demonstrable experience in Purchase Ledger or similar role.
· Strong understanding and demonstrable experience of working within a Purchase Ledger function.
· AAT or Equivalent (Desirable)
· Practical knowledge of financial audits 
· Good working knowledge of Microsoft Office, including intermediate Excel skills
· Experience of IT packages such as Sage 200, Syrinx, Microsoft Dynamics
· Capability to work both independently and collaboratively within a team environment
· [bookmark: _Hlk159917281]Exceptional attention to detail and accuracy
· Demonstrable experience of problem solving and handling dispute resolution.
· Ability to act proactively / be forward thinking whilst maintaining a methodical, attention to detail approach.
· Strong communication skills and ability to work as part of a wider team.
· Challenging approach to work (looking to drive improvements through an understanding of root causes and how they can be effectively implemented).
· Strong planning, time management and attention to detail.
· Ability to adapt own approach and priorities in line with changing business needs/priorities.
· Strong analytical skills.
· Good organisation skills.
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