Emma Dawson
a: Leeds
t: 07700 900857
e: emma.dawson@example.com
Profile
· Purchase ledger clerk with seven years’ finance experience, including responsibility for supplier accounts in a manufacturing business.
· Process around 1,200 invoices monthly, resolving matching and coding queries with purchasing and goods-in colleagues.
· Confident with Sage 200, supplier statement reconciliations and preparing weekly payment runs for approval.
· AAT Level 3 qualified; use Excel lookups and pivot tables to investigate differences and monitor outstanding queries.
Work history
March 2022 – present
Purchase Ledger Clerk
Airedale Components Ltd, Leeds
Maintain accounts for approximately 180 active suppliers in a four-person finance team supporting two manufacturing sites.
· Match invoices to purchase orders and goods received records; check coding and route exceptions to the relevant budget holder.
· Reconcile supplier statements, request missing credits and investigate unallocated payments and disputed balances.
· Prepare weekly payment proposals, supporting documents and remittances, with payments authorised by the finance manager.
· Provide aged-creditor schedules and outstanding-invoice information for month-end accruals and audit queries.
· Cleared 46 longstanding supplier queries over eight weeks by agreeing owners and follow-up dates with purchasing colleagues.
· Identified £6,800 of unapplied supplier credits during reconciliations and arranged allocation against subsequent invoices.
August 2019 – February 2022
Accounts Assistant
Calder Office Supplies, Leeds
Supported purchase and sales ledgers for an office-supplies distributor while studying AAT.
· Entered purchase invoices and credit notes into Sage 50 Accounts.
· Matched delivery paperwork and followed up missing approvals.
· Reconciled supplier statements and prepared query lists for review.
· Allocated customer receipts and maintained the daily cashbook.
· Created an invoice log that reduced duplicate chasing across the team.
· Helped reconcile 70 supplier accounts ahead of the year-end audit.
September 2017 – July 2019
Office Administrator
Calder Office Supplies, Leeds
Provided order and document support to the sales, warehouse and finance teams.
· Entered customer orders and checked product codes and quantities.
· Filed purchase orders, invoices and signed delivery notes.
· Answered supplier calls and passed queries to the accounts team.
· Maintained spreadsheet records of deliveries and returns.
· Matched missing delivery notes to invoices during busy periods.
· Reorganised scanned records by supplier and month for easier retrieval.
Qualifications and training
AAT Level 3 Advanced Diploma in Accounting, Leeds City College, 2021.
8 GCSEs including English and Mathematics, 2017.
Excel lookups and pivot tables, 2024; Sage 200 training, 2022.
Interests
Swimming, reading crime novels and helping at a local community garden.
© FreeCVDownload.com.
This Free CV Download is intended for personal use. You may download a copy of this document and modify it for the purpose of seeking employment yourself. You may upload your CV in the format of this template to a recruitment website for the purpose of finding employment. You may not upload the template or share it on any other website including but not limited to general file sharing websites, whether modified or in its original form. 
https://www.freecvdownload.com 

https://www.freecvdownload.com
