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JOB DESCRIPTION

	Job Title 
	Department 
	Location 
	Reports to

	AR & AP Team Leader
	Finance
	London
	Finance Director


	JOB SUMMARY/OVERVIEW 

	As AR & AP Team Leader you will be the Account Receivable Manager for our international consultancies and oversee the day to day running of the Accounts Receivable and Accounts Payable functions managing a team of 2. 

	ESSENTIAL DUTIES AND RESPONSIBILITES

	· Day to Day running of the Accounts Receivable and Payable functions

· Will ensure the teams are issuing invoices and credit notes in accordance with our SLA’s and in accordance with company policy and commercial contracts.
· Will ensure the teams are processing purchase invoices and employee expenses in accordance with our SLA’s and in accordance with company policies.

· Ensure debt is chased professionally and in a friendly manner.
· Daily bank reconciliation across multiple currency accounts. 

· Regular and timely reporting of outstanding invoices and bad debts to Sales Heads and Country Managers ensuring the total outstanding debt falls within the agreed time limits and amounts set by the company.

· Accurate administration of all customer and supplier records in NetSuite and Salesforce
· Maintain and document updates to the AR and AP process.
· Act as the escalation point for Accounts Payable and Receivable queries.
· Renewing of tax certificates to support withholding tax claims.
· Review and monitor SLA's and processing KPIs, looking for trends, identifying improvements and isolating areas of concern


	JOB REQUIREMENTS AND QUALIFICATION

	  Education: Min of Secondary education

	Training, License, Certification Requirements: 
AAT preferable not essential


	Other Knowledge, Skills and Abilities: 
4 -5 years Accounts Receivable/Payable Experience, working with multiple currencies.
Experience Supervising an AP/AR team
Have a proactive mindset

Experience of improving processes
Experience of Salesforce and NetSuite will be an advantage.

Numerate and a good communicator
Good attention to detail and strong organisational skills
Ability to work with people at all levels, across different disciplines and locations.
Good Microsoft Office skills required.
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