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Month-end supplier reconciliation

Duty
IT Skills

Record and Document
Production

Quality

Processes

Assessor notes

Used Excel confidently to reconcile 46 supplier statements
against the purchase ledger, applying a VLOOKUP and
conditional formatting to flag mismatches.

Produced a clear reconciliation summary for the finance
manager with variances explained line by line.

Double-checked three variances before escalating and
corrected one keying error of her own without prompting.

Followed the month-end checklist in order and explained
why invoices over £5,000 need a second approver.
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