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ROLE PROFILE


	Function
	Finance

	Job Title
	Accounts Payable Clerk

	Grade
	C2
	

	Reporting Lines
	Reports to
	AP Lead

	
	
	

	
	
	

	
	Direct Reports
	n/a




	Aim of the role
To be responsible for processing and monitoring payments ensuring invoices are received and recorded accurately and paid promptly.

Responsibilities and Duties

· Timely and accurate processing of Subcontractor invoices, across Tilia Regions & Group Function
· Ensure accurate accounting for VAT, subcontractor tax & payments as appropriate
· Ensure that purchase orders, invoices and payments processing adhere to the respective control framework & approval protocols in place in Tilia Homes, at group and /or regional level 
· Track subcontractor queries & complaints and drive resolution via the appropriate escalation routes within the relevant business functions (i.e. procurement, commercial, finance, etc.) 
· Manage internal & external subcontractor relationships for the given portfolio of activities
· Perform ongoing housekeeping activities to maintain clean ledgers at all time 
· Ensure that all invoices are tax compliant according to Tilia Homes guidelines, at regional & group level
· Ensure timely processing of all activities to support the monthly/quarterly/annual close periods
· Actively support the sharing of new ideas and best practice across all areas 
· Assist with internal and external audits to ensure complete, timely, and accurate responses to information requests 
· Ensures regular supplier statement reconciliations are completed 
· Support any other reasonable requests on ad hoc projects or tasks as agreed


Knowledge Skills and Experience
· Working knowledge of construction and different types of materials would be advantageous
· Experience of CIS preferred 
· COINS experience would be beneficial 
· Excellent organisational and communication skills
· Accurate and confident in written and verbal communication skill
· Previous experience working within a shared service environment 
· Ability to work effectively within a complex management matrix structure 
· Practical knowledge of Word, Excel and PowerPoint and flexibility to learn new IT systems & applications 
· Must possess "soft skills": conflict resolution and negotiation, personal effectiveness, creative problem solving, strategic thinking, team building, and influencing skills; 
· Commitment and flexibility, poise, communication and teamwork skills; Ability to gather extensive amounts of information and synthesize into concise reports and presentations; 
· Strong financial, IT and analytical skills with an operational focus; 
· Ability to analyse and interpret financial information; 
· Excellent interpersonal skills; Ability to communicate at all levels with both financial and non-financial management.





	Our Behaviours – Contributor

	Customer Focus 
	Understands the needs of customers 
Builds positive relationships with customers
Communicates effectively and keeps customers informed
Manages customer expectations
Delivers on customer expectations
Makes realistic commitments to customers

	Passion for Building 
	Takes pride in work
Approaches projects with optimism and enthusiasm
Continuously drives to achieve objectives
Takes ownership and accountability
Treats the home as if it were their own

	Sustainability 
	Considers environmental and social impact of work
Understands the impact of today's work on tomorrow's future
Supports the implementation and delivery of sustainable inititives and practices 
Contributes to the delivery of environmentally and socially sustainable communities
Shows a passion for sustainable practice

	Lasting community 
	Treats colleagues with respect
Understands and celebrates differences
Fosters positive relationships with colleagues, customers and neighbours

	Continuous Improvement 
	Open to feedback
Takes responsibility for personal development
Reflects on own strengths and areas of development; seeks was to make positive changes
Learns from mistakes
Challenges the status quo
Speaks up when something isn't right
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