


Purchase Ledger Clerk


North Down Group is a market leader in the supply of fresh fruit, vegetables and fine foods to the Wholesale and Food Service sectors in N. Ireland.

The company is now recruiting for a Purchase Ledger clerk on a permanent basis. Reporting to the Financial Controller, he / she will be fully responsible for the wholesale purchase ledger whilst providing holiday cover for the foodservice / expenses ledgers.  


Key responsibilities:

· Matching, checking and coding of supplier invoices
· Entering supplier invoices onto the finance system
· Liaising with suppliers and internal team to ensure that any queries are resolved on a timely basis
· Reconciling supplier statements on a monthly basis
· Processing payments on the basis of supplier statement reconciliations
· Assisting with the production of monthly accruals and prepayments
· Setting up of new supplier accounts and maintaining existing account details
· Maintaining cheque journals
· Filing invoices
· Adhering to strict deadlines
· Reviewing systems and processes and making improvements where necessary

The Ideal Candidate:

· A minimum of 3 years’ experience within purchase ledger 
· Excellent communication skills
· Solid team working skills
· Self-disciplined and efficient, with a flexible and proactive nature
· Experienced in Excel and Microsoft office packages
· Ability to work to strict deadlines
· Ability to prioritise and plan workload

Remuneration:
Salary: £negotiable
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If you would like to request an application form or obtain further details on the role then email HR at hr@northdowngroup.com


The closing date for receipt of completed applications is 4.00pm on Friday 14th June 2019.   
