

POSITION DESCRIPTION

Position:
Assistant Credit Controller
Reports to:
National Credit Controller
Date:
June 2012
Purpose of the Position

The role of the Assistant Credit Controller is to assist the Credit Controller manage accounts receivable (referred to as ‘Debts’) for CablePrice (NZ) Limited.  This will include completing credit checks on new customers, ensuring all new customers are accurately loaded in to the database, collection activities and ensuring information is available for financial reports.
KEY RELATIONSHIPS

	External
	Internal

	· Customers (Debtors)
	· National Credit Controller
· Finance and Administration Group




Key Accountabilities

Team Contribution

As a member of the Finance and Administration Group, the Assistant Credit Controller will contribute to implementing and delivering the Finance and Administration Team’s work Programme.

Key Tasks

· Works closely with the National Credit Controller, supporting credit control work initiatives.

· Works with and supports the Finance and Administration team to achieve CablePrice (NZ) Ltd goals and strategies 

Credit Control 

The Assistant Credit Controller is responsible for carrying out credit checks and follow up with debtors to manage potential delinquent debt.

Key Tasks

· Ensure that debts are raised and collected in a timely manner and any over due debts are reported on

· Assist the National Credit Controller to gather information and data for regular reporting on debt collection

· Credit check new and existing customers in a timely manner and report any concerns to the National Credit Controller

· Assist the National Credit Controller to manage Debtors in a friendly and professional manner to ensure resolution of any issues 
· Load new customers in the database ensuring their details are accurate
· Maintain up to date records in Navision.
Debtor Invoices/Statements
The Assistant Credit Controller is responsible for checking and sending out monthly Debtor statements and maintaining up to date records in Navision.
Key Tasks
· Process invoice/credit/statement copies for customers as requested

· Ensure all payments have been allocated prior to month end

· Check Debtor Statements are accurate and sent out within required timeframes

· Complete allocated reconciliations

· Run monthly statements for checking by the National Credit Controller 

· Maintain up to date records of invoices/credit/statements in Navision 

Payments

The Assistant Credit Controller will provide support to National Credit Controller in managing payments and journal entries for small debts.
Key Tasks

· Bank any cheques received
· Apply payments, cheque and direct credit
· Maintain up to date records in Navision.
Debtor Ledger Management

The Assistant Credit Controller will manage and ensure the integrity of the Company debtor ledger
Key Tasks
· Reconcile AR control to General Ledger at month end.

Complete any journal entries to clear small balances left on accounts
Competency Summary
	Execution
	Relationships
	Personal Qualities

	Analysis and Decision Making

Gathers all relevant information and applies sound, analytical techniques in order to develop a course of action; takes into account factual information and/or logical assumptions, resources, potential risks and opportunities; makes sound decisions. 

	Collaboration

Works co-operatively and effectively as a member of a team and with others inside and outside the organisation to accomplish goals and resolve problems.  Team can be defined as an intact work group or inter-disciplinary/project team.


	Commitment to Excellence

Sets high personal and professional standards for self and others; assumes responsibility and accountability for the successful completion of projects, assignments or tasks. Consistently gives careful attention to all the detailed aspects of a role, shows a high concern for accuracy. 



	Customer/Stakeholder Focus

Focuses attention on meeting the needs of customers and stakeholders (internal and external) ensuring their satisfaction.


	Communicating Effectively

Expresses and conveys information effectively to other people. This includes speaking, writing and listening. This covers formal and informal situations.


	Initiative/Innovation

Takes action to achieve goals beyond what is necessarily called for; generates creative, innovative and practical ideas to meet needs; recognises and seizes opportunities to improve on own and the organisation’s performance.

	Information Management

Stores and manages information systems to enable the efficient and effective use of information.
	
	Integrity

Acts in a manner that conveys the principles important to the organisation, including impartiality, fairness, honesty, openness, sound business ethics and respect for others


	Planning and Organising

Plans and manages activities and projects; organises tasks to make best use of time and resources, and focuses attention on key objectives.


	
	Learning

Acquires, understands and applies new job-related information knowledge and skills in a timely manner.  Able to learn from experiences and other people and apply in practice.


	
	
	Personal Effectiveness

Maintains effective performance when under pressure, (such as time pressure, shifting/conflicting priorities or job ambiguity) when facing opposition  from others or in ambiguous environments; acts professionally at all times.



	
	
	Self Awareness

Recognises one’s emotions and feelings and their effects; recognises the impact of own behaviour on others; acts professionally at all times.



	Professional/Technical Skills and Knowledge

Applies the breadth of knowledge and understanding in position-related area achieved through study and/or experience.

· Competence in the Microsoft suite especially Word, Excel.
· Data entry experience with accuracy.
· Basic reconciliation knowledge and experience of the credit control function.
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