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J O B D E S C R I P T I O N

J OB TI TLE Accounts Payable Specialist

RE POR TS TO Accounts Payable Manager

J OB G RADE

FCA STATUS Conduct Rules

PURPOSE OF ROLE

The Accounts Payable Specialist  is responsible for supporting the end ‐to‐end accounts payable process,
ensuring the accurate and timely processing of supplier invoices, payments and queries. The role plays a
key part in maintaining the integrity of the purchase‐to‐pay ﴾P2P﴿ cycle, supporting strong supplier 
relationships and ensuring robust financial controls.

Working within a P2P environment ﴾including Coupa﴿, the role contributes to ongoing finance 
transformation by improving processes, driving adoption of systems and enhancing efficiency across 
the accounts payable function.

PERFORMANCE MEASURES

• Accuracy and timeliness of invoice processing within agreed SLAs.
• Statement reconciliation completion and reduction in discrepancies.
• Control and reduction of debit balances.
• Timely resolution of supplier and internal queries.
• Quality of support to month‐end close activities.
• Adoption and effective use of P2P systems ﴾e.g. Coupa﴿.
• Contribution to process improvements and automation initiatives.

KEY RESPONSIBILITIES
Accounts Payable Operations

• Process high volumes of supplier invoices, ensuring accuracy, appropriate coding and compliance with
company policies.
• Validate approvals and ensure invoices are processed in line with P2P workflows.
• Maintain accurate and up‐to‐date supplier accounts within the AP ledger.
• Monitor and manage the AP inbox, ensuring queries are allocated and resolved promptly.
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Purchase‐to‐Pay ﴾P2P﴿ & System Usage

• Process invoices and manage workflows within the P2P system ﴾e.g. Coupa﴿.
• Support the embedding and adoption of P2P processes across the business.
• Work closely with procurement and business users to resolve issues in purchase orders, receipting and
invoice matching.
• Ensure adherence to three‐way matching and system controls.

Payments & Cash Management

• Prepare and support payment runs ﴾BACS, CHAPS, wires and other methods﴿.
• Ensure payments are processed accurately and in line with approval frameworks.
• Support the investigation of payment queries and discrepancies.

Supplier Reconciliations & Query Resolution

• Perform supplier statement reconciliations, identifying and resolving discrepancies.
• Investigate and resolve supplier queries, including invoice disputes, missing POs and payment 
differences.
• Work closely with internal stakeholders to resolve issues quickly and prevent recurrence.

Controls, Compliance & Governance

• Ensure compliance with financial controls, policies and procedures.
• Monitor and manage debit balances, ensuring they are understood and cleared promptly.
• Maintain accurate records, audit trails and supporting documentation.
• Support internal and external audit requirements.

Month End & Reporting

• Support month‐end close activities, including accruals, reporting and reconciliations.
• Ensure AP activities are completed accurately and within deadlines.
• Assist in providing reporting and analysis to support finance stakeholders.

Transformation & Continuous Improvement

• Actively support P2P transformation initiatives, including Coupa implementation and optimisation.
• Identify opportunities to improve processes, eliminate manual work and increase automation.
• Drive standardisation of processes, templates and ways of working.
• Support testing, rollout and embedding of new systems and process changes.



Page 3 of 4

SCOPE OF ROLE

Reports to: Accounts Payable Manager

Direct reports: 0

Indirect reports: N/A

WOULD SUIT SOMEONE WHO

• Enjoys working in a fast‐paced, high‐volume transactional environment.
• Takes pride in accuracy, control and delivering a reliable service.
• Is proactive and solution‐focused, with a strong attention to detail.
• Is comfortable using systems and enjoys improving processes.
• Wants to be involved in finance transformation and P2P improvement initiatives.
• Is confident working with stakeholders across finance, procurement and the wider business.

KNOWLEDGE, SKILLS AND EXPERIENCE REQUIRED

Essential
• Experience in accounts payable or a similar finance role.
• Experience processing invoices and managing supplier queries.
• Experience working within financial controls and deadlines.

Desirable
• Experience using P2P systems such as Coupa or similar platforms.
• Experience working in a high ‐volume or shared services environment.
• Experience supporting process improvements or finance transformation.

Education / Qualifications

• AAT qualified, studying towards accounting qualification, or qualified by experience.

Technical

• Strong understanding of accounts payable processes and controls.
• Experience with ERP or finance systems ﴾e.g. SAP, Oracle, NetSuite﴿.
• Good Excel skills.
• Basic understanding of VAT rules relating to invoices and expenses.
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General

• Strong attention to detail and high level of accuracy.
• Good organisational and time management skills.
• Ability to prioritise workload and meet deadlines.
• Strong communication and stakeholder‐management skills.
• Ability to work under pressure in a fast‐paced environment.
• Proactive, adaptable and committed to continuous improvement.


