
 

 
Role: Accounts Payable Administrator  
Location: Ireland 

 
 
The Role: 
Reporting to the Accounts Payable Manager, this role will be a contributing role to the business. The 
successful candidate will be a key member of the Accounts Payable team and will be responsible for 
the timely and accurate recording of supplier invoices. 
 

Main Duties and Responsibilities: 
 

 Familiarity with multiple trading companies within one group – UKI. 
 Knowledge of Accounts Payable environment. 
 Natural understanding of Month End Close (MEC) and associated activities. 
 Compiles reports in an accurate and timely manner and distribution of same to relevant 

stakeholders. 
 Clear comprehension and execution of Accounting Principles. 
 Interprets financial information from vendor accounts and relates status of same to 

relevant parties via phone, email or otherwise. 
 Reconcile vendor statements in conjunction with recorded data on financial system (SAP). 
 Fair understanding of posting activities – invoices, refunds, balance clearing and expense 

processing.  
 Potential to support team on payment run activities.  
 Ad-hoc support within the Accounts Payable team. 
 Assists with ad-hoc projects as and when they arise within the Finance function. 

Candidate: 

 Excellent telephony manner and willingness to manage incoming Accounts Payable calls 
on a daily basis. 

 Preferably possesses relevant experience within a Finance & Administration setting. 
 Ability to work in a fast-paced working environment and quickly builds positive working 

relationships with peers & supply chain.  
 Desire to learn and develop within the role and organisation. 
 Proven initiative and customer focus driven. 
 Proficient in time management and delivers work promptly and ability to work 

autonomously.  
 Excellent interpersonal, oral and written communication skills. 
 Ability to self-motivate and self-prioritise with minimal supervision. 
 Team player who is enthusiastic about collaborating with others to get the job done. 
 Process and policy focused and demonstrates enforcement of same. 

Qualifications: 

 1-2 years Finance and or administrative experience relevant to the role. 
 Excellent analytical and abstract reasoning skills. 
 Ability to resolve issues and proposes solutions to issues which may arise on a day-to-day 

basis. 

 



 

 Ability to focus on multiple tasks, while meeting all deadlines. 
 Highly proficient in Microsoft Office suite, in particular MS Excel and SAP Software. 
 User knowledge of Microsoft Teams.  
 Demonstrates a good team spirit and works well with others in diverse and inclusive 

workplace. 

 

To apply for a position please send CV and cover letter to nmalone@glanagua.ie. com


