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Role Profile
	Job title
	Credit Controller

	Reports to:
	Credit Supervisor

	Grade 
	A

	Location
	Credit Management Team – Coventry Support Centre



Role Purpose 
The role holder is responsible for managing and maintaining a dedicated customer portfolio for our Lloydspharmacy Clinical Homecare business. They must ensure effective credit control and reconciliation, so that monies are collected in a timely manner and that appropriate steps are initiated following non-payment of debt.  They must ensure that any disputes received from the payer or internal departments regarding their work, is logged onto dispute management system investigated, resolved and communicated back to the customer.
Accountabilities
· Action appropriately all correspondence (including e-mails, telephone enquiries, faxes, and letters) 
· Maintain high standard of comprehensive customer contact notes
· Liaise closely with colleagues, Billing, Sales, Commercial Finance and Customer Services teams 
· Offer a professional and coordinated account management service for the customer. 
· Adopt a focused chasing approach of past due accounts by telephone, letter and email. 
· Monitor NHS customer account debts in their portfolio to ensure overdue debts are minimized and cashflow maximized 
· To follow and adhere to the company’s credit policies and procedures
· To investigate and reconcile customer accounts to resolve customer queries.
· To take internal and external telephone queries from payers and all areas of the business, dealing with any requests in a timely manner, managing the customers’ expectations. 
· Manage their own day to day workload to ensure monthly targets are adhered to
· Work collaboratively with the rest of the Credit Management team to ensure team targets are met.

Experience and Qualifications
Essential
· Good telephone and interpersonal skills
· Proven Credit control experience
· Problem Solver
· Ability to meet deadlines and work under pressure
· Good attention to detail
· Educated to GCSE level or equivalent 
· Prior use of Excel 
· Good attention to detail
Desirable
· Prior experience of credit control on NHS accounts
· CICM member/studying
Behaviours 
· Role models our ICARE values 
· Team player
· Confident

Role Scope
Responsible for: Day to day credit control of assigned customer account portfolio
People: none
No direct people reports: none
Financials: Not applicable

Key stakeholders:
· Query Management team
· Fellow Credit Controllers
· Credit Supervisors
· Sales Team
· Credit Manager Managers

This role profile is a written statement of the essential characteristics of the job, with its principal accountabilities, skills, knowledge and experience required. This is not intended to be a complete detailed account of all aspects of the duties involved.
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