[image: A logo for a health company

Description automatically generated]	TBC-Finance Assistant – Accounts Receivable-V1.1


		 
[image: cid:7868B9D4-D530-4542-B3DD-40B9C77C7A51@local]
TBC-Finance Assistant – Accounts Receivable-V1.1-Published: 03/12/2019-Status: PUBLISHED -Classification: 1 (Proprietary)




Finance Assistant – Accounts Receivable

[bookmark: _Toc10532019]
	Job title:
	Finance Assistant Accounts Receivable

	Department:
	Finance

	Location:
	Remote

	Reporting to:
 (job title only)
	Accounts Receivable Manager

	Job purpose:
	Accurate and timely customer billing and collection of funds, ensuring compliance with company policies and procedures.

	Role and Responsibilities:
	
Prepare and issue invoices for all Primary Care companies accurately, according to customer requirements, and within established deadlines.
Ensure invoice data is correctly reconciled.
Post cash receipts and allocate remittance advice accurately.
Manage credit control to ensure all payments are received according to payment terms, including sending payment links and debt reminder letters.
Contribute to reviews of aged debtors.
Investigate and resolve discrepancies in billings and payments.
Manage the accounts receivable inbox and promptly respond to queries.
Prepare customer reports as required.
Assist with the timely month end close process.
Assist with audit queries.
Maintain the accounts receivable ledger and individual customer accounts to ensure all information is accurate and up-to-date.
Perform other reasonable duties as assigned by management.
Equality Diversity & Inclusion (EDI)
We are proud to be an equal opportunities employer and are fully committed to EDI best practice in all we do.  Vita Health Group has several initiatives in place to achieve this including our Zero Tolerance Policy, Code of Conduct, Freedom to Speak Up Guardians, and more. We believe it is the responsibility of everyone to ensure their actions support this goal with all internal and external stakeholders. 
Be aware of the impact of your behaviour on others.
Ensure that others are treated with fairness, dignity, and respect.
Maintain and develop your knowledge about what EDI is and why it is important.
Be prepared to challenge bias, discrimination, and prejudice when possible, and raise with your manager, the EDI & Sustainability team, or the Freedom to Speak Up Guardians.
Encourage and support others to feel confident in speaking up if they have been subjected to or witnessed bias, discrimination, or prejudice.
Be prepared to speak up for others if you witness bias, discrimination, or prejudice.


	Clinical Governance:
(where applicable)
	

	Training and supervision:
	

	Additional information:
	Some travel including occasional overnight stays may be required





Person specification

	
	Essential
	Desirable

	Qualifications
	
	

	Experience
	· Credit control experience
· Previous experience in transactional team / processing invoices

	· Processing a high volume of transactions 


	Skills/knowledge
	· Good working knowledge of Microsoft Excel, Microsoft Outlook and Microsoft Teams
	· Knowledge of accounting system: Business Central 365, Xero
· Knowledge of case management system (Caseflow, Dr Julian)
· Knowledge of Medius

	Specialist training
	
	

	Personal competencies and qualities
	· Effective communication.
· High level of accuracy and attention to detail.
· Ability to prioritise workload to meet deadlines. 

	




Version Control

	Owner:
	Human Resources	Review:
	Annually
	Classification:
	1 (Proprietary)

	Author:
	Human Resources	Version:
	V1.1	Status:
	PUBLISHED
	Date Published:
	03/12/2019
	Code:
	TBC
	
	




	Version:
	Date:
	Summary of Changes

	V1.1
	03.12.19
	Document copied onto authorised VHG branded Policy Template (original had no coding)

	V1.2
	06/08/20
	Updated to include diversity and inclusion statement
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