

PHS Group Purchase Ledger Manager – Job Description

Title:				Purchase Ledger Manager

Reporting to:			Financial Controller

Department:			Group Finance

Location and division:		Head office, Caerphilly

Core purpose:
Leading a team of Purchase Ledger and Cash Processing Administrators to ensure the efficient operation of the purchase ledger and cash departments in accordance with PHS’ policies and procedures on a day-to-day basis.
Key tasks:

· Line management of both the Purchase Ledger and Cash Processing teams, conducting reviews and one-to-ones.
· Oversee the work of the teams daily and be a point of contact for queries or issues raised by the team.
· Carry out daily interfaces between purchase ledger systems (Eyeshare, Lawson & Key). Investigate and resolve any errors in those interfaces as they arise. This will include running an interface every fourth Sunday.
· Review and approve manual payment requests raised by the team, including foreign payments.
· Review and approve supplier change of details forms prepared by the team in accordance with group processes.
· Carry out a monthly review of debit balances on the ledger. Discuss the balances with the relevant team member to understand the reasons for the debit balance. Ensure follow up of any corrections or actions discussed and provide a summary document to the Management Accountant detailing all reasons for the remaining balances.
· Carry out a monthly review of aged creditors and discuss aged balances with the team to understand why the balance exists. Ensure follow up of any corrections or actions discussed and provide a summary document to the Management Accountant detailing all reasons for the balances.
· Carry out monthly reconciliations of the Key system and Agresso to ensure the invoices which have been logged in Key match the invoices in Agresso. Resolve any differences before each period end. Submit this reconciliation monthly to the Management Accountant for review and approval.
· Carry out monthly reviews on a sample of supplier accounts to ensure the team are regularly reconciling their supplier accounts to supplier statements.
· Carry out a review of all one-time vendor invoices once a quarter to ensure they are correctly treated as one-time vendors and do not require full supplier set up.
· Monitor levels of invoices waiting approval weekly and contact approvers with high levels of invoices requiring approval to ensure levels are kept to a minimum.
· Carry out monthly reviews of on hold invoices to ensure levels are kept to a minimum and queries are resolved in a timely manner.
· Maintain the user administration within Eyeshare. 
· Provide training to new users across the business for both Eyeshare and Lawson.
· Provide training to new members of the Purchase Ledger team.
· Carry out period end close down in Agresso to close the previous period and open the new period.
· Monitor workload and volume of invoices processed by team monthly.
· Liaise and build relationships with customer service and credit management teams.






