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JOB DESCRIPTION

	JOB DETAILS



JOB TITLE:	Accounts Receivable Administrator 

HOURS:		37.5 hours per week

REPORTING TO:	Head of Accounts Receivable.

BASE:			Laindon, Central Office.

	JOB SUMMARY



The Accounts Receivable Administrator will be responsible for supporting with the efficient operation of the finance department with a particular focus on accurate billing, cash collection, debt management and recovery whilst supporting the Admin Managers in the care homes with their duties in respect to resident billing activity.

	JOB SPECIFIC RESPONSIBILITIES



· Oversight of the billing process for our residents; ensuring that all resident fees are billed correctly, supporting the Home Administrators with record maintenance and proper procedure, processing of bank receipts and allocations thereof.
· Monitoring of contract beds and ensuring that proper billing is maintained.
· Management of credit control for the business, ensuring that debts and write offs are kept to an absolute minimum. In consultation with Head of Accounts Receivable, management of the home teams in processes to avoid debt escalation.
· In consultation with the Head of Accounts Receivable play a lead role in the monthly debt management cycle, being an active part in the monthly meetings with the Home Leadership teams. Ensuring all participants have the right information (it is timely and accurate), actions are relevant, understood, agreed and completed.
· Supporting necessary financial training and development of Home Admin team members for billing purposes.
· Any other duties as reasonably required by the company as they arise.

	PERSON SPECIFICATION


	
	
	Essential Criteria

	Qualifications/Education
	· GCSEs in English and Maths at grace C or above

	Experience

	· Strong administration background
· Proven experience in a billing and or credit control role within a healthcare or similar industry is highly advantageous 

	Skills/
Knowledge


	· Strong teamwork skills.
· Proficiency in relevant accounts receivable software (e.g., Sage, CareHQ).
· Strong analytical and problem-solving skills.

	
Personal Qualities
	· Excellent communication and interpersonal skills.
· Attention to detail.



This job description reflects the current main organisational priorities for the position.  These priorities may develop and change in consultation with the post holder in line with needs and priorities of the business.

Please sign to confirm you fulfil the essential criteria as detailed above and you accept and agree to deliver and comply with all requirements detailed in this job description.

Post holder’s name:  	………………………………………………………

Post holder’s signature: 	………………………………………………………

Date:			             	………………………………………………………
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