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Accounts Payable and Expense Clerk 

This Accounts Payable and Expense role is a varied position covering full ledger queries and reconciliation management over payments, invoicing, expenses, and month end duties for various divisions of the business. This role is suited to candidates who enjoy working as part of a busy and vibrant team whilst demonstrating the values of Altrad Services.
Reporting to the Accounts Payable Manager, this position will be a full time role (36.25 hours per week) based in Warrington. 
Job brief

In this role, you will be responsible for AP Inputting, query management and effective management of debit balances in addition to receiving and processing all UK employee expense claims against current Company policy and HM Revenue & Customs regulations. You will work closely with the UK Finance Team to ensure appropriate controls and risk management procedures are observed through the expense process. 

· Responsibilities Include:
· Quickly and efficiently process supplier invoices demonstrating a high degree of accuracy 
· Register any invoice queries into the system and direct to the correct person responsible for resolution
· Prioritise workload ensuring that processing backlogs are kept to a minimum in line with departmental targets 
· Receiving and accurately processing UK employees expense claims within the expected timeframes. 
· Accurate and timely review of all claims against current Company policy and HMRC regulations.
· Generate accurate payments processes for all approved claims.
· Post accurate entries to the relevant accounting systems for the UK entities.
· Monitor outstanding supporting documents and overdue claims.
· Ensuring appropriate approvals are in place/escalations made before payments are processed where required. 
· Work closely with the UK Tax, Treasury & Compliance Accountant to continually review processes to ensure ongoing compliance with all tax and payroll legislation. 
· Supporting the wider Finance Team with all internal and external audits and reviews.








Requirements

· Be flexible in your approach and have the ability to prioritise your workload to meet business needs
· Experience of working in a role requiring a high level of self organisation, numeracy and accuracy.
· Data entry skills along with a knack for numbers
· Hands-on experience with spreadsheets and proprietary software
· Proficiency in English and in MS Office
· Customer service orientation and negotiation skills
· High degree of accuracy and attention to detail
· Desire to learn and continuously improve and be part of a high performing team
Benefits

· Competitive salary
· 25 Days Holiday (with the option to purchase more)
· Funded study support
· Flexible working 
· Company Pension Scheme
· Free Car Parking
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