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PILGRIMS’

FRIEND o
SOCIETY Job Description
JobTitle: Accounts Payable Specialist
Your place of work: You are part of the Support Services Team and will be based at our
offices175 Tower Bridge Road and fromhome address

Pilgrims’ Friend Society is aregistered charity which has been providing Christian care and support
to older people forover 200 years. We currently have 14 care homes and nine independent living
housing schemes across England and Scotland where older people can live inwarm and secure
communities and have opportunities to flourish every day.

Aswell as providingwonderful places for older Christians to live, we also equip the church with
resources for ministry with older people.

Our Christian ethos is central to everything we do, and all our senior and Support Office staff are
Christian. If you are a Christian and have Finance experience, then we’d love to hear fromyou.

The main purposes of therole
e Totakeresponsibility forthe purchase ledgerforallocated group entities
e Toensurethatall purchase invoices are properly authorised; that suppliers are promptly,
and efficiency paid by Pilgrims’ Friend Society
e Thatthe accountingrecordsrelatingto costs and payments are accurate and up to date

Whereyou fitinto the team
You are responsible to the Financial Controller

Duties of the Accounts Payable Specialist
1. Ensure purchase ledgerincoming mail and emails are dealt with on a daily basis
2. Authorisation of all Purchase Ledgerinvoices and credit notesin accordance with the
approval matrix
3. Processontheaccounting system all transactions within agreed SLA'’s, ensuring the
accuracy on the nominal coding
Responsible for the accuracy and maintenance of the supplier master data
Support the month end close process including and not limited to the accrual and
prepayment process
6. Supportand collaborate with the internal users of the purchase to pay (P2P) process to
ensure queries are dealt with on atimely basis
Payment of suppliers within due date
8. Ensuretheintegrity of the Purchase Ledger, producing and reviewing aged creditor
analysis, reconciling to supplier statements
9. Reviewingtransactionsin the nominalledgerto ensure completeness and to answer queries
10. Ability to chair team meetingsincludingleadingin prayer
11. All staff are expectedto furthertheirknowledge and development through attendance on
courses thought to be appropriate by theirmanager or at training sessions provided or
facilitated by Pilgrims’ Friend Society
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12. In addition to the duties and responsibilities listed, you are required to perform other duties
assigned by your manager from time to time that are withinyour capabilities

13. Processing of travel and expenses, including corporate credit cards

14. Responsible forthe month end close and nominal accountreconciliations

15. Ad hoc reporting designing and using reporting tools as required
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