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	General role information 

	Job Title: 
	Purchase Ledger Assistant
 

	Reporting to: 
	Purchase Ledger & Expenses Officer

	Notice period: 
	1 month 

	Career Band: 
	BG 5 – 12-month Fixed Term Contract

	Budget Responsibility? 
	N

	Direct Reports? 
	N

	Client facing role? 
	N 

	Introduction: 

	 
MSI Reproductive Choices is one of the world’s leading providers of sexual and reproductive healthcare. We believe that everyone should have the right to choose. From contraception to safe abortion and lifesaving post-abortion care, we are committed to delivering compassionate, affordable, high-quality services for all. 
Today, our organisation has over 9,000 team members working in 37 countries across the world. Our success lies in the fact that MSI teams are locally led, entrepreneurial and results-driven, and are passionate about delivering high quality, client-centred care in their own communities. As a social business, we focus on sustainable delivery, efficiency, and funding models that are built to last, so that the women and girls we serve today will have a choice in the future too. 
We know that access to reproductive choice is life changing. For some, it can mean the ability to complete an education or start a career. For others, it means being able to look after the family they already have. 
For everyone, it means the freedom to decide their own future, creating a fairer, more equal world. 

	The role 

	 
As a Purchase Ledger Assistant in the Global Support Office Finance Shared Services Team, you will assist the Purchase Ledger & Expenses Officer with purchase orders, and with the processing, reconciliation and payment of supplier invoices and staff expenses.  



	 Key Responsibilities 

	Purchase Ledger & Expenses role:

· Posting invoices into the accounts system, ensuring the correct coding is used
· Supplier statement reconciliations
· Assisting with the creation and matching of purchase orders
· Assisting with the processing and payment of expenses & supplier invoices.
· Manging enquiries from suppliers and from within MSI
· Compliance checks: Ensuring invoices comply with VAT and internal policy requirements.
· Supplier onboarding: Verifying supplier details for fraud prevention and compliance.
· Expense policy enforcement: Checking claims against company expense policy before processing.
· Reporting: Preparing basic reports on outstanding invoices or aged creditors for review.
· System maintenance: Helping with updates or data cleansing in the accounts payable system.
· Assisting wider teams with their queries relating to purchase orders and invoices
· Any other reasonable duties as requested by the Purchase Ledger & Expenses Officer or other senior colleagues within the department.




	Key Skills 

	 
To perform this role, it is essential that you have the following skills: 
 
Ability to work in a diverse and inclusive environment, respecting and collaborating with all individuals equally, and with a commitment to overcome bias and prejudice. 
· Ability to work in a diverse and inclusive environment, respecting and collaborating with all individuals equally, and with a commitment to overcome bias and prejudice  
· Intermediate knowledge of Excel (including Pivot Tables, VLOOKUP, SUMIF, etc).
· Excellent numeracy skills
· Attention to detail 
· Competence in using accounting systems and Microsoft Office applications.
· Clear and professional communication skills for dealing with internal teams and external suppliers, including professional telephone manner. 


	Key Experience 

	 
To perform this role, it is essential that you have the following experience: 
 
· Practical experience of purchase ledger.
· Experience of working to tight deadlines and managing conflicting priorities

To perform this role, it is desirable that you have the following experience: 

· Proficient use of SUN 
· Familiarity with purchase order systems and expense management tools, such as Rydoo and Konducta 
· Exposure to multi-currency transactions and international suppliers.
· Working knowledge of HMRC guidelines, including uunderstanding of basic VAT principles.
· Understanding of accounting terminology and of double entry.
· Experience in supporting process improvements or system upgrades.

	Formal Education/qualification 

	 
· GCSE Level or equivalent in Maths and English - essential 
· Accounting, purchase ledger qualification – desirable.


	Personal Attributes 

	We recruit talented, dynamic people with diverse backgrounds and experiences, all united by a belief in our mission and a focus on delivering measurable results. We’re proud to be an equal opportunities employer and are committed to creating a fully inclusive workplace, where everyone feels able to participate and contribute meaningfully. You must be open-minded, curious, resilient, and solutions oriented, and be committed to promoting equality, and safeguarding the welfare of team members and clients alike. 
 
For this role, we’re looking for an individual who is: 
 
· Committed to the protection of team members and clients, with a focus on vulnerable groups  
· Able to role-model inclusive and culturally sensitive attitudes and behaviors 
· Excellent communication skills 
· Good problem-solving ability 
· A strong team player 
· Excellent interpersonal skills 
· Good planning and organizational skills 
· Able to prioritize workload and meet strict deadlines 
· Pro-choice on abortion 


	Our Values 
 

	Mission Driven: With unwavering commitment, we exist to empower women and men to have children by choice not chance. 
Client Cantered: We are dedicated to our clients and work tirelessly to deliver high-quality, high-impact services that meet their individual needs. 
Accountable: We are accountable for our actions and focus on results, ensuring long term sustainability and increasing the impact of the Partnership. 
Courageous: We recruit and nurture talented, passionate, and brave people who have the courage to push boundaries, make tough decisions and challenge others in line with our mission. 
 
Resilient: In challenging situations, we work together and support each other, adapting and learning to find solutions, whatever we’re up against. 
Inclusive: We believe that diversity is a strength. We all play our part in creating a culture where every team member can thrive, feel valued and contribute meaningfully to our mission, and where all our clients feel welcome and supported. 

	 
By signing below, you indicate that you have read and agree to this job framework. 
 

	Full Name: 
	

	Signature: 
	

	Date: 
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