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	MAIN OBJECTIVE:
· Responsible for supporting the accounts team by accurately processing invoices and resolving discrepancies.

KEY RESPONSIBILITIES:
· Accurately review and process a high volume of invoices in a timely manner.
· Match invoices with purchase orders and delivery receipts to verify the completeness of documentation.
· Code and enter invoices into the accounting system with a keen eye for detail and accuracy.
· Communicate effectively with vendors to resolve invoice discrepancies and payment-related issues.
· Establish and maintain positive relationships with key vendors to facilitate smooth payment processes.
· Maintain organized and up-to-date records of invoices, purchase orders, and payment transactions.
· Ensure compliance with company policies and procedures while recording financial transactions.
· Assist in the preparation of payment runs, ensuring adherence to payment schedules and terms.
· Generate reports to track and analyse accounts payable data, providing insights to management as needed.
· Assist in preparing month-end and year-end financial reports.

COMPETENCIES:
· Strong attention to details.
· Proactivity and accountability.
· Willingness to work towards improving efficiencies based on processes and procedures.
· Excellent verbal and written communication skills.
· Ability to plan and work diligently.
· Excellent planning, organizational and time management skills.
· Adherence to high ethical standards and confidentiality.
· Flexibility and openness to learn.
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