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	Job Title
	Accounts Assistant (Sales Ledger)

	Business Unit
	Information Management

	Department.
	Finance

	Location
	Wolverhampton (Village Way)

	Reports to (direct)
	Invoicing Manager



MAIN PURPOSE OF JOB

Working with the Invoicing Manager to ensure the timely and accurate end-to-end processing of invoices, credit notes and purchase orders within the financial system and proactively resolving customer queries linked to sales invoices.

KEY TASKS 

1. Generating and issuing a high volume of sales invoices in an accurate and timely manner
2. Accurately processing credit notes and re-issuing manual sales invoices
3. Proactively managing the Invoicing Helpdesk by investigating and resolving customer queries 
4. Maintaining an up-to-date record of customer billing and pricing information
5. Liaising with internal departments to confirm customer and contractual billing requirements and resolve invoice discrepancies
6. Producing inter-company re-charge invoices effectively
7. Ensuring invoices and credit notes comply with company policies and customer contracts
8. Uploading a high volume of sales invoices to their respective portals in a timely manner
9. Ensuring Purchase Orders are applied to invoices accurately and in line with appropriate month-end deadlines 
10. Proactively managing the end-to-end billing process for Termination and Insolvency invoices
11. Supporting the month-end billing process

SKILLS, KNOWLEDGE & EXPERIENCE REQUIRED

1. Ability to work to tight deadlines and prioritise workload
2. Strong numerical and Excel skills
3. High attention to detail whilst processing large volumes of transactions
4. A flexible approach to day-to-day activities
5. Positive can-do attitude 
6. Ability to work independently and as part of a team
7. Effective verbal and written communication skills
8. Strong problem-solving skills
9. Demonstrable experience of working across multiple systems
10. Prior experience of working in a busy Finance team is welcome

*** The above is not an exhaustive list but an outline of your duties. All Restore employees need to be aware that they may be asked to perform tasks and be given responsibilities as reasonably requested.

OTHER INFORMATION

The role is based in our Wolverhampton office and during the probationary period, the successful candidate will be required to work on-site 5 days a week. Once probation has been passed, flexible working arrangements are available with the option to work from home up to twice a week. 

COMPLIANCE RESPONSIBILITIES

· Adhere to all Company Policies and Procedures contained in the Codes of Conduct, Information Security, Environmental, Health and Safety and Quality Management Systems
· Report any Health & Safety, Quality, Information Security, Environmental and Business Continuity & Disaster Recovery incidents to your supervisor/line manager

Managers are responsible for training staff on Company Policies and Procedures contained in Health & Safety, Quality, Information Security, Environmental and Business Continuity & Disaster Recovery Management Systems.

	


APPROVALS:
Line Manager 
Name: ………………………………………………...
Signature:……………………………………
Date:……………………………………………
	



Post Holder
Name: ……………………………..………………………..
Signature:…………………………………………
Date:………………………………………………




The company reserve the right to amend or update this job description as the demands of the business develop. A copy of the signed job description should be returned to the People Services Team via the Helpdesk by raising a query using the following link https://peopleserviceshelpdesk.restoreplc.com . 
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