
 

 

 

 

 

 

HR 3315 Issue No: 1 Date: 24/01/2022 Owner: HR Manager Author: Financial Controller Page 1 of 3 

Controlled copies are held electronically.  Printed copies are valid on the date printed.  Last Printed 05/08/2022 09:24 

   
 

Job Description 

Accounts Payable Administrator 

 
Job Details 
 

 

Dimensions 
 

Line 

management 

Yes ☐  

No  ☒ 
Budget holder 

Yes ☐   

No ☒ 

 
 

 
 

 

Job title Accounts Payable Administrator 

Job purpose 

 
To ensure the accurate processing of purchase invoices and monitoring of 

the Finance Helpdesk Email Inbox, responding to queries within a timely 
manner and ultimately ensuring all Supplier invoices are ready for payment 
on their given due date. 
 

Job location Head Office 

Reports to Financial Controller 

Qualifications  

 
+ Strong communication skills, both written and oral 
+ Ability to establish and maintain good customer relationships both 

internally and externally at all levels 
+ Ability to reconcile customer accounts and have excellent attention to 

detail 

+ Ability to hold personal Supplier information in the strictest confidence 
+ Ability to solve Supplier queries 
+ Competence in Microsoft office including excel 
+ Excellent organisational skills 

 

Essential criteria +   
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Job Purpose 
 

Core 

responsibilities 

 
To process purchase invoices accurately and in a timely manner ensuring 
our Suppliers are paid on time. Maintaining a SLA of no more than 2 days 
for responding to our Suppliers for any queries they may have. Tasks to 
include but not limited to:  

 
+ Process Purchase invoices (monthly target to be agreed)  

+ Register and match Purchase Orders to corresponding supplier 
invoices, ensuring that transactions are processed in a timely and 
accurate manner 

+ Documents to be uploaded against the correct record 
+ Expense analysis and approval in accordance with our Contracted 

Assessor Handbook 
+ Update relevant purchase orders with Supplier expenses according 

to the Contractor Assessor handbook: 
+ Against the correct supplier name shown on the invoice 
+ Allocated to the correct expense category 
+ With the correct amounts and VAT types  

 
+ Resolve any Finance queries or direct them to the relevant person  
+ Building successful relationships with our Suppliers and internal 

colleagues 
+ Collaborating with the Reporting team, ensuring that cut off deadlines 

for payment runs and Assessor P payrolls are adhered to and all 
relevant invoices are included on time 

+ Payment runs must be carried out on a Wednesday by 12pm 
+ Assessor payrolls are monthly (dates vary and are to be confirmed 

with the reporting team) 

 
Other Responsibilities 
 
+ Maintenance of accurate and up to date internal records to ensure 

efficient retrieval of information 
+ Coordination with other members of staff to ensure continuous cover 

and therefore consistency of operations at all times 
+ To process any additional tasks, as agreed with your Line Manager, in 

an efficient and timely manner and in line with internal processes  
+ Adopt the UKAS values, acting with “PRIDE” which stands for 

Professionalism, Respect, Integrity, Dedication and Excellence in 
everything we do 

 
Decision Making 
 
Prioritise own work load, escalate appropriately, identify financial and 

process efficiencies, develop analysis and make recommendations that can 

support effective decision making and working practices. 
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Non-Core 

responsibilities 
+  

 

 

Signature 

of job 

holder: 

 

 Date:  

 


