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Role Description and Person Profile
	Role Description
	

	
Job title:
	Sales Ledger Clerk

	Reports to:
	Accounts Receivable Manager

	Location:
	Credit Control ; Peterborough

	Direct & Indirect Reports:
	None

	Overall Purpose:
	
To promptly post and allocate customer payments and reconcile customer sales ledger receipts and account for automated sales invoicing from AX to Synertec via PRISM

	
Key Responsibilities:
	
· To verify safe transfer of sales invoices
· To promptly post & allocate customer receipts
· Collection of Direct Debit receipts


	
Budgetary Responsibility:
	Head of Finance – Order to Cash

	Person Profile
	
	Essential or 
Desirable

	













Qualifications/
Experience:
	
1. Experience of sales ledger processing – receipts and billing
2. Customer account reconciliation
3. MS Office software and keyboard literate with good telephone manner
4. ERP Finance system use
5. Good communication skills
6. Financial Controls
7. Intermediate Excel (inc PIVOT and V Lookups) 




GCSE Maths and GSCE English
	
E

E

E
E
E
D
E





E

	






Key behaviours:
	
Handling and resolving queries within a timely manner through effective communication, and liaising with internal and external stakeholders with a focus on excellent customer service

Working as part of a team environment but with the ability to work unsupervised where required and comfortable making decisions





Ability to cope under pressure, and be flexible in contributing to the sales ledger team, with the ability to work to deadlines on a daily and monthly end close basis

Good organisation and administrative skills with attention to detail.


	
E




E








E



E


	Other factors (Travel, etc.)
	
Hybrid working  - 2 days per week on site

	
        E




Sales Ledger Administrator


· To post and allocate all cash, cheque, foreign currency batches to AB Agri sales ledgers over all instances of AX for all companies/divisions.

· To determine remittances to match daily BACS receipts with bank statement entries.  Then to split BACS receipts by brand, to batch, post and allocate to AB Agri sales ledgers ensuring accuracy throughout.

· To generate Direct Debit collections daily (for all frequencies ie:- daily, weekly, monthly and for all divisions of AB Agri), and also creating collection proposals from all relevant AX instances.  To produce output files, gain approval and to pass these batches to the Sales Ledger Senior to transmit those collection batches through BACStelIP.

· To verify and generate Direct Debit repayments files daily, across all instances as required.  Ensuring appropriate authorisation and approval throughout.

· To verify that all ABN and KW sales invoices are received daily by PRISM, by checking to the audit logs for appropriate trading style of AB Agri.

· To monitor unallocated cash and troubleshoot accordingly.

· To maintain filing system for batch receipts, including archiving.

· To revisit sundry cash account to identify unknown receipts.

· Provide information and ad-hoc reports as required.
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Role Description   

  Job title:  Sales Ledger   Clerk  

Reports to:  Accounts Receivable Manager  

Location:  C redit Control  ; Peterborough  

Direct & Indirect  Reports:  None  

Overall Purpose:    To   promptly   post   and   allocate   customer payments   and  reconcile   customer   sales ledger   receipts and account  for automated sales invoicing from AX to Synertec via  PRISM  

  Key Responsibilities:       To verify safe transfer of sales invoices      To promptly post & allocate customer receipts      Collection of D irect  D ebit   receipts    

  Budgetary  Responsibility :  Head of Finance  –   Order to Cash  

Person Profile   Essential or    Desirable  

                            Qualifications/   Experience:    1.   Experience of sales ledger processing   –   receipts and billing   2.   Customer account reconciliation   3.   MS Office   software   and keyboard  literate   with good telephone manner   4.   ERP Finance system use   5.   G ood communication skills   6.   Financial Controls   7.   Intermediate Excel (inc PIVOT and V  Lookups)            GCSE Maths and GSCE English    E     E     E   E   E   D   E             E  

              Key behaviours:    Handling and resolving queries within a timely  manner through effective communication, and  liaising with internal and external stakeholders   with a focus on excellent customer service     Working as part of a team environment but with  the ability to work unsupervised where required  and   comfortable making decisions    E           E      

