
JOB DESCRIPTION 
PURCHASE LEDGER ASSISTANT 

 

 

 
 
Job Title: Purchase Ledger Assistant Reports to:  Management Accountant 

Department: Finance Location: Witney 

Direct Reports: None 

Job Purpose: To support the AP team in a fast-paced and dynamic Finance team, working closely with the PL 
Clerk and Accounts Assistant to ensure timely planning and processing of payments, communicating 
with suppliers and an accurate purchase ledger. 
 

 
Key responsibilities 

 
Processing payments 

- Raising and processing weekly payments (between 50- 75 depending on workflow), in a 
timely and accurate manner. Responsibility shared with Accounts Assistant. 

- Posting all payments on ledgers, aiding the Accounts Assistant in terms of bank 
reconciliation queries. 

 
Supplier communication: 

- Engage with suppliers to ensure queries are dealt with smoothly, with a focus on building 
strong relationships. 

- Escalating/ referring queries when necessary, ensuring clear communication lines 
internally. 

- Keep suppliers up to date with changes/ amends to payments if required: proactive rather 
than reactive communication. 

 
Supplier statement reconciliations: 

- Regularly reconciling supplier statements as they come into the business, ensuring an 
accurate ledger and Aged Creditors reports. Any reconciling differences to rectified in a 
timely manner. 

- At Month End: all identified suppliers must have statements reconciled and signed off by 
line manager by end of week 1. Monthly Aged Creditor review with line manager. 

 
Planning payments/ cashflow: 

- Helping cash management team to plot in and prioritise payments, always in alignment 
with the company’s cashflow.  

- Update future payment sheets with new suppliers, and general housekeeping. 
 
Invoice processing: 

- Support PL clerk with accurate processing, learning how to code, process and match stock 
invoices, as well as non-stock.  

- Cover during absence and during the week prior to Month End (if required). 
 
Ad hoc: 

- Maintain filing and controls to meet company and audit requirements. 
- Provide general support within the Finance function. 

  

Relationships: Internal:  
AP and cash teams within Finance department, specifically PL clerk and Accounts Assistant. 
Buyers/ merchandisers (stock supplier payments). 
 
External:  
Suppliers, including both stock and non-stock, councils and landlords. 
 

Experience/ skills/ 
competencies 

- Previous experience in a similar role 
- Ability to work to tight deadlines 
- Knowledge of general accounting procedures 
- Flexible team player 
- Ability to retain information and learn quickly 
- Any accounting qualification advantageous but not required 

 

 


