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Sales Ledger
Job Description

Main Purpose of the Post:

To independently manage the Sales Ledger function for all company income. 
Accountable to: Management Accountant, and in their absence the Finance Director.
Relationships:

To establish and maintain good working relationships with all staff and service users.

Location:

The Postholder will be based at the Head Office, (Oak House) but may be required to work at any location within the company.

Main duties ~ Sales Ledger Process 

· Invoice generation using Iris Exchequer applying cost codes and general ledger codes
· Ensure all invoices/ care packages are supported by a contract
· Uploading data onto various online portals for payment via the local council

· Statement production
· To control all Society income including bank reconciliation and designated / restricted funds (donations)
· Input payments received onto Exchequer
· Credit control using communication to ensure timely receipts
Additional Sales Ledger Duties
· Simplified daily cash flow statement 
· Bank all income

· Create package costings and maintain fee records

· Ad Hoc duties relating to the role
Other:

To participate in the staff appraisal and supervision programme
To participate in and contribute to Staff Training Programmes
To ensure that any matters concerning individual service users and employees are kept strictly confidential to the company
To carry out any other duties which may be agreed from time to time, in discussion with the Management Accountant
As with all posts, a high degree of confidentiality is expected at all times.  At no time will the post holder discuss the service users, employees or any other matter connected with the Autism Together, outside of the company, unless required to in a professional capacity
To undertake any other reasonable duties pertaining to this post, which may, from time to time, be specified by the Chief Executive
--------------------------------------------------------------------------------------------------

This is intended as a guide to the main responsibilities of the post, and is not an exhaustive list of duties.  This job description is subject to amendment, following consultation with the post holder.
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