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JOB DESCRIPTION
POST OF:
Credit Controller
RESPONSIBLE TO:	Finance Manager
MAIN ROLE

The Credit Controller is responsible for ensuring that debts owed to CrossReach are recovered in a timely manner. The Credit Controller monitors aged debts across the organisation and liaises closely with administrators in operational services who are responsible for the first stages in the credit control process. The Credit Controller provides training and support to the administrators to ensure the Credit Control policy is understood and adhered to, sharing best practice to ensure timely collection of income.
The credit controller will take responsibility for collection of critical debts which will involve building relationships with key third party customers and with the legal team of the Church of Scotland. The Credit Controller works closely with the Income Team and the Finance Business Partners.



KEY RESPONSIBILITIES

· Ensuring Credit Control processes and Policy are adhered to
· Monitoring of outstanding debts
· Weekly and monthly reporting on aged debts to senior finance and operational staff
· Supporting administrators in operational services through training and guidance
· Identifying items to be included in bad debt provision and briefing FBPs about relevant items
· Responding to internal and external queries
· Pro actively contacting customers to pursue long standing debts
· Reconciling accounts and producing ad hoc customer statements
· Preparing journals relating to bad debt provisions and write offs
· Provide support to the income team as appropriate (e.g during staff holidays)
· Perform other ad hoc duties as required


QUALIFICATIONS
Preferably educated to at least HNC/HND level in an accountancy-related subject (or AAT equivalent) but will consider applicants qualified by experience
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EXPERIENCE & SKILLS
· Experience in a similar role
· Ability to reconcile complex accounts Intermediate Excel skills (e.g. Vlookups, pivot tables, graphs etc) and competence in other Microsoft Office products (MS Word, MS Teams etc)
· Excellent communication and interpersonal skills
· Good organisational skills
· A calm, confident manner to handle potentially difficult situations and conversations, tenacity and resilience
· Experience using computerised accounting and workflow systems


PERSONAL
As we do our work in Christ’s name you must be respectful of our Christian Ethos and be able to work within it.

To attend training courses when required, to allow the post-holder to fulfil the requirements of the role.
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