
  Sky Insurance 

Best policy, best price, best service! 

Sky Insurance has been a leading provider of insurance products for more than two decades. Our wide range 
of industry knowledge and experience enables us to deliver quality products at competitive prices, whilst 
ensuring the highest levels of customer satisfaction at all times. 

 

Accounts Assistant  

 
We are currently seeking an Accounts Assistant at our Head Office in Enfield. Your role will 

involve reconciling Insurer & Supplier Accounts, branch petty cash and purchase ledger 

through a computerised system. Previous work experience within the Insurance Industry 

would be helpful but not essential.  

  

Main activities  

 Maintaining the Sales & Purchase Ledgers  

 Bank & credit card statement reconciliation  

 Preparing invoices in readiness for BACS/Cheque runs  

 Dealing with supplier and internal enquiries to the point where all enquiries are 

resolved  

 Process all petty cash returns   

 Build & maintain productive relationships with Insurers & Suppliers to our mutual 

benefit  

 General office duties, including filing, scanning & post allocation as required 

Skills, knowledge & experience required  

 Excellent communication and interpersonal skills, both over the telephone and face to 

face combined with the willingness to learn  

 Working knowledge of Outlook, Excel & Word together with accurate keyboard skills 

and neat handwriting  

 Be able to prioritise your workload by planning and focusing on your individual tasks  

 Ability to work under pressure, cope with interruptions and multiple deadlines  

 The highest standard of integrity and honesty  

 Above average numeracy and literacy with the equivalent of grade C or above in 

GCSE Maths & English  

 A keen attention to detail 

Position Permanent Job Status Full-time 

Salary According to experience Work Experience Min 1-2 yrs 

Career Level Experienced Education GCSE English & Maths Grade C 

 
For a confidential discussion about our career opportunities you can call us on:  
 

020 8364 5500  
 
Alternatively, complete our job application form located within the careers section at 
www.skyinsurance.co.uk/careers and send it to: 
 

Ref: DW/AA/0108 

Human Resources Department 
Sky Insurance Services Group Limited 

56 Southbury Road 
Enfield 

Middlesex 
EN1 1YB 

 

http://www.skyinsurance.co.uk/careers

