ROLE PROFILE

	Job Title: Accounts Receivable Clerk
	Date role profile reviewed:
17 August 11
	Grade / Level: 

	Reports to:
Credit Control Manager
	Department / Business Area:  Finance

	Role Purpose:
Finance professional responsible for ensuring that customers pay their accounts in line with agreed terms and conditions.
 

	ACCOUNTABILITIES

	Key Result Areas (+%)
	Key Tasks
	Performance Indicators/metrics 

	Profit


	Proactive chasing of current and aged debt in order to maximise cash flow.
Collection and monitoring of overdue accounts with ownership of key customer accounts.

· ABTA, Worldchoice, Advantage SPS agents monitored to ensure payments requested on time
· Direct Debit Agents monitored to ensure payments requested on time
· Monthly Credit Agent Statement of Account production
· Weekly Cheque Agent Statement of Account production
· Ensure non payments are reported to relevant trade body
· Payment reminder letter production

· Contact customers/agents by telephone/email

· Agent stop sell database maintained

Allocating and processing payments.

· Processing credit/debit card payments
· Allocating cheque payments

· Processing of SPS payment imports across all schemes

· Processing of Direct Debit agent payments across all systems

· Reconciliation of ledger after payment allocation

· Ensure bookings are released on ticket queue for issue

Resolving queries.

· Dealing with payment queries from direct passengers

· Dealing with payment queries from agents

· Dealing with commission queries from agents

· Dealing with visnetic emails from both internal and external customers
· Completing exception reports and make amendments to any inaccuracies

Processing Ceased Trader Claims
· Submit claims to relevant Trade body, ABTA, Worldchoice, Advantage

· Liaising with clients of any ceased travel agency to obtain payment and ensure travel documentation is despatched on time

Fraud prevention
· Verification of card payments

· Handling payment disputes
· Replying to Merchant Services chargeback requests

· Contact customers to re-pay any disputed charge

Attend customer visits as and when required in order to resolve issues and secure payment.
· Agent site visits to discuss problem accounts

Agent New Account processing
· Credit checks processed using N2Check for non bonded agents
· Verify agent membership via trade body before account opening

· Set-up commission grid table

· New account/decline database maintained

· Agent account maintenance, amendments, change of address, closure, commission changes, transfer of account


	90 day aged debt targeted not to exceed £100k.
Reduction in aged debt and improved cash flow.
Payments allocated correctly to ledger thus avoiding incorrect overdue balances and errors.

Tracking to resolution of customer queries to reduce non payments.
Claims process followed to enable claims to be successful.
Reduction fraud losses across the business.

Maintain strong relationship with key accounts.

Ensuring compliance with Company credit policy to enable decision to be assessed of any potential of risk. 


	Operational


	Assist in building customer relationships.
Ensure all processes and procedures are complied with

Carry out additional duties as requested by Credit Control Manager

Provide assistance to the Crisis Management team as and when required

	Responsible for own key accounts.

Ensure statements, letters are produced and payments received within agreed terms.

Additional resilience on team
Ensures additional resource to the business in times of crisis

	Communication


	Ensure open communication with other departments within the business to aid in problem resolution.
Ensure good working relationships are maintained with trade bodies such as ABTA, Advantage, Worlchoice

	Regular discussions with other areas to maintain relationships and produce the right result.

All information requests are completed in a timely manner




PERSON SPECIFICATION

	CAPABILITIES PROFILE – leadership, management or personal skills/knowledge, qualities 

	Essential:

· Attention to detail

· Excellent communication and negotiation skills

· Self motivated

· Customer focussed

· Numerate

· Positive attitude

· Ability to analyse statistics and situations with a view to building strategies

· Ability to work cross department


	Desirable:

Ability to work on own initiative

Team player

Ability to work to deadlines



	CAPABILITIES PROFILE – technical skills/knowledge 

	Essential:
· Strive to achieve targets and maintain performance levels
· Microsoft Office

· Word

· Outlook

· Excel


	Desirable:

 Good understanding of Intercompany processes


	EXPERIENCE & TRACK RECORD 

	Essential: 

· Previous credit control or collections background

	Desirable: 



	QUALIFICATIONS, TRAINING, PROFESSIONAL MEMBERSHIPS or ACCREDITATIONS

	Essential:

· GCSE standard of Education, level C and above
	Desirable:



	ORGANISATIONAL INFORMATION 

	Direct reports: N/A
Interfaces with: All departments within the business
	Based in Preston


Employee:
__________________________________
Date: ________________

Manager: ____________________________________
Date: ________________

Job Title and date of profile

