
 
 

  
 
 

 
 
 

PART TIME PURCHASE LEDGER ASSISTANT 
3 days per week (Flexible)  

 

 

Born in a Welsh barn in 1997, TOAST has grown from loungewear and nightwear to become 

a unique lifestyle brand, creating and curating simple, functional, beautiful clothing, home 

ware and editorial. 

 

TOAST is renowned for its thoughtful, contemporary design and commitment to traditional 

textiles and craftsmanship. 

TOAST has studios in both London and Swansea and is one of the very few UK clothing 

brands with its own full pattern room. 

TOAST has shops throughout the UK and can be found in many John Lewis stores. TOAST 

has an online shop www.toa.st 

 

The emphasis within the TOAST workplace is: 

Thoughtfulness - in all we do and all we say, in our actions and our interactions 
Simplicity    - in our aesthetics, communications, processes and solutions 
Creativity           - and the encouragement of fresh thinking and the free exchange of ideas 
Collaboration    - both among ourselves and with other inspiring individuals, organisations 
and traditional craftsmen 
 
 As part of the TOAST team, you are a catalyst for the brand’s successes. To realize our 

ambitions we need you to share our interests and values, have an enthusiasm for TOAST 

itself as well as a deep knowledge and love of your own specialist area. 

 

In return for your dedication, TOAST will offer a supportive and friendly working environment 

with flexible working hours and generous staff discounts. You will receive a comprehensive 

induction, including product and brand training, that helps to plant a deep understanding of 

TOAST that can be carried confidently through your work and into the outside world. 

 

 

 

 

 

http://www.toa.st/


 

 

 

PART TIME PURCHASE LEDGER ASSISTANT 

3 days per week (Flexible) 

 

REPORTS TO  Head of Finance and Business Services  

 

LOCATION  Swansea 

  

Role overview 

 

 The main purpose of the Purchase Ledger Assistant within the finance team is to assist 
in the effective and efficient management of the supplier process, to manage supplier 
expectation through good communication and to help ensure that purchasing costs 
and payments are recognised in a timely fashion.  

    

Responsibilities 

 

 To ensure the timely and accurate processing of supplier invoices, credit notes and 
any other authorised transaction into the accounts payable ledger.  

 Reconciliation of supplier statements 

 The filing of all processed transactions as described above.   

 To maintain various spreadsheet documents as required. 

 Communication with suppliers in respect of payments and to resolve queries.  

 Various administrative duties and ad hoc tasks such as stationary orders. 
     

Required experience/skills 

  

 Previous experience within a similar role is beneficial but not essential. 

 Experience with Excel & Word would be advantageous. 

 Professional, with a collaborative nature and proactive approach 

 Excellent attention to detail, quality and accuracy is key. 

 Ability to work as part of a team.  

 Excellent interpersonal skills and be able to deal effectively and professionally with 
both colleagues and suppliers.  

 A strong desire to effect continuous improvements to the systems and processes that 
are within the scope of the role as defined.  
 
 
 
If you wish to apply for this role, please submit your cover letter and CV to Sue 

Evans, HR at Evanss@toa.st by Wednesday 13th October 2021.  

mailto:Evanss@toa.st

