

Job Description
	Job Title:    Data Entry/Cost Control

	  Function:   Operations


	
	  Region:      Houston, Pearland 


	Responsible to:  Department Supervisor

	

	Job Purpose:  Assist with data entry processes involving vendor and customer invoices



	Areas of Responsibility and Key Tasks:
	Key Performance Indicators

	Compiling reports for both customers and management

Updating internal system/s – SAP & EPR
Data entry processes
Analyze vendor and customer invoices to determine validation for billing

Supporting the Company’s core values and behaviours.


	Effective and timely communication
Accuracy and efficiency 
No errors / exceptions reported

Invoicing is accurate and timely
Quick response / communication

Displaying behaviour in-line with the Company’s core values and behaviours and reporting or addressing any behaviour which is not compliant.

	This job description is not intended to be an exhaustive list of duties. As such it is liable to change in accordance with the needs of the business and may be amended from time to time following discussion with the post holder.

Query Disputes: 

· Query: When a vendor invoice is not matched to the ERP (monitor system) 

· Objective: 

· Reduce the number of vendor queries by:            

· Working with Operations/Sales/ Procurement to identify the root causes and addressing these to avoid reoccurrence

· When Queries are flagged by Finance – resolve within the weekly KPI’s 

· Independently (within approval scope)

· Or with relevant (responsible operator)

· Always – Address root cause. 

· Report on query management / status on Monthly basis to management 

Invoice Quality: 

              

· Objective: 

· Perform a quality check on all automated billing / invoices

· Work with sales / operations to automate standard billing as much as possible 






