	Job Title:
	Supplier Recharge Assistant
	
	Department/Location:
	MC Finance / HO based

	
	
	
	
	

	Reports To:
	Supplier Retro Accountant
	
	People Responsibility: (No. of Direct Reports)
	0

	
	
	
	
	

	Interfaces
	
	Main Purpose

	External

· Suppliers
	
	· Raising invoices for supplier income 

	Internal

· Credit control team
· Purchase to pay team
· Sales team
· Catalyst Marketing Team


	
	Key Outputs

	
	
	· Invoice all supplier retro income in a timely manner
· Create invoice back-up for all standard invoices
· Ensure all copy invoices are filed to allow easy retrieval of information when required
· Deal with invoice queries from suppliers and credit control, liaising with the Customer Retro Accountant as required
· Assist with period end journals
· Assist with supplier retros balance sheet reconciliations as required

· Continuous improvement to processes
· Support the Supplier Retro Accountant as required


	
	
	
	

	KPI’s
	
	

	· Prompt, accurate raising of invoices and credits
· Prompt resolution of queries
· 
	
	· 

	
	
	
	

	Knowledge/Skills
	
	

	Functional
	Behavioural
	
	

	· Financial accounting and reporting: Foundational – understands basic accounting policies and standards

· Management accounting: Foundational – basic preparation and maintenance of accounting ledgers and records, journals and nominal ledger reconciliations

· Systems knowledge: Foundational
	· Business development: Foundational – has awareness of business environment and is able to look at information and raise basic questions within that framework.

· Business grasp: Foundational – can demonstrate understanding of company strategy, products and services

· External awareness: Foundational
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	Experience / Qualifications

	
	
	
	· AAT student beneficial

· Previous experience of working in a finance department beneficial
· Good Attention to detail
· Good people skills, and comfortable dealing with different parties for prompt query resolution

	
	
	
	

	
	
	
	

	
	
	
	


