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Job Description
	Job Title:            Accounts Receivable/Credit   Controller  

	  Function:        Accounts Receivable/Credit Control 


	
	  Region:           Global–   based  

                           in Cape Town


	Responsible to: Accountant

	Responsible for (direct reports):  Nil

	Job Purpose:  To manage debtors with appropriate reporting, ensuring timely payments are made, processing Agent invoices, reconciling invoices/statements and resolving account queries.



	Areas of Responsibility and Key Tasks:
	Key Performance Indicators

	Responsibilities and Key tasks:-

Debt collection.
Improve and implement debt collection processes when there are any overdue invoices.
Documenting and managing Sales & Purchase invoices by investigating and liaising with all departments in the Company.
Working in multi-currencies.
Processing purchase invoices received.

Matching invoices to job/purchasing records.

Monthly account reconciliations as required.

Dealing with monthly processing deadlines are met as required.
Producing Weekly Reports
Supporting the Company’s core values and behaviours.


	The company process for debt collection is followed and debts are collected wherever possible and as soon as is reasonably practicable.
Aged debts are reduced 

Invoice disputes are accurately and timely documented and any queries are raised and followed up in a timely manner.
Any queries are raised accurately and mindful of the relevant currency.
Accurate and timely entry of purchase invoices.
Purchase invoice and job matched accurately.

Account reconciliations are accurate and timely.

Meet deadlines.

Weekly reports are completed

Displaying behaviour in-line with the Company’s core values and behaviours and reporting or addressing  any behaviour which is not compliant.


	This job description is not intended to be an exhaustive list of duties. As such it is liable to change in accordance with the needs of the business and may be amended from time to time following discussion with the post holder.






