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Job Description 

 

Job Title:  Accounts Assistant 

Department:  Finance 

Reporting to:  Treasury & Payables Manager 

 

The Brand 

 

MATCHESFASHION.COM is the modern luxury-shopping destination for both men and women, 

bringing you the finest fashion edit by established and emerging designers. 

 

Since the first store opened in 1987, MATCHESFASHION.COM has been synonymous with 

modern luxury shopping. Now with 11 beautiful stores in many stylish London neighbourhoods, 

MATCHESFASHION.COM prides itself on unrivalled customer service. Today, 

MATCHESFASHION.COM also offers an iconic online retail experience, trusted by a fashion-

literate clientele the world over, which brings together the very best established and new 

international labels. 

 

At MATCHESFASHION.COM we firmly believe that our customer is at the centre of everything we 

do and insist that each and every customer has a luxury experience from the first moment of 

contact right through to the after sales experience and support. Every staff member, regardless 

of their role within the business, must always have the customer at the forefront of their thoughts 

and all actions must contribute to providing a luxury experience of the highest standard. 

 

Key Objectives 

 

The primary purpose of the role is to assist in the daily running of the Accounts Payable function. 

 

Tasks include: daily recording & inputting of invoices; supplier account reconciliations; 

communicating regularly with suppliers and internal budget-holders for authorisations & queries; 

processing and payment of approved invoices using HSBCnet; management of company multi-

currency petty cash and Corporate Credit cards 

 

Main Duties & Responsibilities 

 

 Coding and inputting all overhead invoices received onto the Access Dimensions 

accounting system 

 Liaising with budget-holders and supplier with regards to queries 

 Obtaining approval and sign-off from relevant budget-holders, then setting up weekly 

payment runs on HSBCnet 

 Daily monitoring of the aged creditors for overhead suppliers, updating Treasury & 

Payables Manager with any potential issues, including key operational accounts being on-

hold 

 Regular supplier statement reconciliations 

 Working closely with the Financial Accountant and FP&A Manager at month end, to 

ensure all invoices have been received and posted into Access Dimensions on time 

 Management of the company multi-currency petty cash and Corporate Credit Card 

 Multi-brand knowledge and awareness a distinct advantage 

 Proficient in Microsoft Excel, including V-Lookups and Pivot Tables as a minimum 

 Other duties as reasonably requested 

 


