JOB  DESCRIPTION

NAME



:
 
POSITION  DESCRIPTION
:
CREDIT CONTROLLER
JOB  TITLE


:
CREDIT CONTROLLER    

DEPARTMENT


:
FINANCE   

UPDATED


:
2011-01-18  

PURPOSE  OF  POSITION:

To project a professional image of the company by liaising with existing customers and collect outstanding debts effective and promptly.
KEY  PERFORMANCE  AREAS:
1.  Achieve collection targets

2.  Collect outstanding debt

3.  Customer queries and correspondences

4.  Legal Letters

5.  Posting of statements and invoices on a monthly basis

6.  Releasing of Credit Holds

7.  Maintenance of debtors accounts

8.  Monthly EFT maintenance 

9.  Daily money allocations

10.  Debits & Credits

DUTIES  AND  RESPONSIBILITIES
· Achieve collection targets :

To achieve collection targets on a monthly basis and thereby ensuring positive cash flow.

· Collect outstanding debt  :

To ensure that the necessary client follow-ups are done regularly by either telephone, e-mail or in writing.  

· Customer queries and correspondences :

To diplomatically deal with client queries ensuring client satisfaction.  Queries to be noted on age analysis and where necessary to fax or e-mail written correspondence ensuring closure to problem.  All correspondences to be filed in the clients contract file.  Pertain a sense of urgency when dealing with client queries.

· Legal Letters :

Submit Legal Letters on overdue accounts – as per AS400 notification

· Posting of statements and invoices  :

To ensure that statements and invoices are posted within the 2nd working day of the new month.  Mail that had been returned to sender must be followed up immediately.

· Releasing of Credit Holds  :

To ensure that the system is checked regularly for credit holds pertaining to 
purchases, service calls etc.  Ensure that credit limits are not exceeded.  Should a credit hold not be released the relevant department must be notified immediately – either by telephone or e-mail.

· Maintenance of Debtors Accounts  :

To ensure that client information, such as the name, physical- and postal addresses, contact numbers, vat registration and banking details are correct at all times.  Corrections to be done immediately.

· Monthly EFT maintenance  :

To ensure that the prescribed EFT procedure is adhered to.

· Monthly money allocations  :

To ensure that the prescribed procedure is adhered to.

· Debits & Credits  :

To ensure that the prescribed procedure is adhered to.

AUTHORITY

Accepting  full  responsibility  for  all  duties  and  key  performance  areas

OTHER  ASSIGNMENTS

To  perform  any  other  duty/assignments  as  and  when  directed  to  do  so  by  the  Managing  Director.

The  above  Job  Description  was  read, understood  and  accepted  by  the  Employee.
__________________________                                         ___________________________
EMPLOYEE                                                                      DATE

__________________________                                        __________________________

DEPARTMENT  MANAGER                                           DATE

__________________________                                         ___________________________

L L  ROBINSON                                                               DATE

HR  ADMINISTRATOR 
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