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JOB DESCRIPTION

POSITION:




Sales Ledger Account Manager
RESPONSIBLE TO:



Accounts Manager

SALARY:




£20,000-£24,000

Salary will reflect relevant qualifications and experience.
LOCATION:




Hillsborough Road, Carryduff, BT8 8HT

HOURS OF WORK:


Full time 9.00 – 5.00pm
HOLIDAY ENTITLEMENT:

28 days which includes 8 bank holidays

RESPONSIBILITY FOR:
Administration of Accounts Department

OVERALL PURPOSE OF THE JOB:
To assist with the efficient and effective running of the accounts department.
To develop an effective & efficient working relationship with the accounts team & other members of staff.

AREAS OF RESPONSIBILITY: 

Current and future credit control.



Collation, control, indexing and filing of 
sales invoice documentation.



Settling of customer account queries

Receipting of dockets on weekly basis and prepare monthly invoices

KEY TASKS AND DUTIES:

· Receipting and filing of customer monthly sludge dockets on a weekly basis.

· Preparation of customer monthly invoice, including matching with correct purchase order.

· Liaising with Service Manager to resolve all outstanding customer queries by retrieving copy dockets & invoices at the customers request.

· Ensure that order numbers are obtained for all customer invoices prior to posting.

· Follow up purchase order numbers as and when required.

· Printing, processing and mailing out of Sales Invoices

· Scanning, indexing and filing of sales ledge invoices and remittance paperwork using INVU package.

· Forwarding of customer statements.
· Sales receipt into ledger

· Preparation of bank lodgement, when necessary
· Credit Control – resolving outstanding aged debitors

· Crosschecking invoices that have been paid and shredding of originals.
· Attend a monthly meeting with the sales team regarding development & any issues etc.

· Provide cover for reception and switchboard as necessary.

· Any other tasks or requirements deemed necessary or that may develop within the job role.
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PERSONNEL SPECIFICATION

POSITION: Sales Ledge Account Manager
	
	
	ESSENTIAL


	DESIRABLE

	1. 
	QUALIFICATIONS/

ATTAINMENTS
	Minimum of 5 GCSE’s grades A-C
English and Maths Grade C .


	Third Level Education preferable


	2. 
	RELEVANT EXPERIENCE
	2-3 years Sales Ledger Account Management

Proficient in recent window packages such as word and excel & outlook, and be able to adapt to our bespoke computerised systems.  

	

	3. 
	SPECIAL ATTRIBUTES
	Have to have excellent word processing, typewriting skills and IT Skills.
Excellent organisational skills to meet month end accounts deadlines.

The ideal candidate will be a good communicator, be able to use own initiative and work as part of a team.  They will be able to learn new skills and responsibilities in all aspects of the business. 
	

	4. 
	
	
	

	1. 
	OTHER DESIRABLE ATTRIBUTES
	Conscientious with a common sense approach.  Ability to use own initiative.  

Must be reliable and have good timekeeping and attendance record.  
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