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Job Description

	Job Role:
	Accounts Payable and Purchasing Assistant

	Department:
	Central Services

	Location:
	Gillingham

	Reports to:
	Finance Manager

	Main purpose of job role:
	

	Key tasks:
	·  Process Invoices and Credit notes
·  Pay suppliers
·  Weekly reports
·  Weekly orders
· Supplier account reconciliation

	Other duties/responsibilities:
	·  Light reception work 
·  Maintain approval software
·  Shop around for best prices

	Safeguarding:
	Employ My Ability takes seriously its responsibility for safeguarding and is committed to safeguarding and promoting the welfare of young people. Therefore, we require that all staff share this and act accordingly by applying organisation policy and procedure and attending annual safeguarding training.

	Equality & Diversity:
	Through personal example and clear action demonstrate commitment to equality and diversity ensuring equality of access and treatment in employment and service delivery to all.

	Health & Safety:
	Promote Employ My Ability’s Health and Safety at Work Policy and Procedure and ensure these are implemented effectively within the department.


	Employee Signature:
	Date:



	Line Manager Signature:
	Date:
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