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JOB DESCRIPTION

	Job Title
	Credit Control Finance Assistant

	Responsible to
	Credit Control Manager

	Responsible for
	Customer Credit Accounts



JOB PURPOSE

Updating and monitoring Customer Accounts in line with company payment terms and credit limits. Dealing with customer and internal queries.

[bookmark: _Toc75444033]MAIN RESPONSIBILITIES

· Maintain credit control by phone, email and send out statements and overdue debtor’s letters.
· Raise credit notes as per credit authorities and match to goods returned reports.
· Receive payments by cheque, card and bacs and input and reconcile on the Sage accounts package.
· Update customer portals and reconcile to sage statements.
· Produce daily invoices for customers.
· Update customer account details.
· Produce reports such as debtor’s reports and customer activity reports.
· Deal with enquiries internally and externally regarding customers’ accounts and payments.
· Use external credit score checker.
· Filing finance paperwork.
· Assist other members of Finance Team at busy times and for holiday cover.
· Report to Credit Control Manager.
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To carry out their duties having full regard for “The Highfield Group Way of Working” (please see below).

To ensure that relevant standards and timescales are achieved and the Highfield ways of working and core values are adhered to.

To ensure accuracy in all communications.

The timely and professional dealing with general enquiries in writing, by email or over the telephone including the taking of messages and the accurate recording and, if necessary, the dissemination of all relevant information.

To competently use all office equipment and relevant software programs including Microsoft Office (Word, Excel, PowerPoint, Outlook), and Sage accounts software.

These duties are neither exclusive nor exhaustive and the post holder may be required to undertake other reasonable duties and responsibilities without changing the general character of the post.
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Think customer;
Be passionate about our products and services;
Be a team player;
Accept responsibility for your actions;
Be enthusiastic, honest and confident;
Listen and learn and respect confidentiality;
Be loyal and committed to the Company and your future within the Company; and
To respect all members of the team.
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To build on your strengths and develop your skills;
To recognise the value of your contribution; 
To respect the balance between life and work; 
To maintain confidentiality;
To provide excellent working conditions; and 
To reward loyalty, commitment, innovation and outstanding performance.
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