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EAST SUSSEX COUNTY COUNCI[image: ]L JOB DESCRIPTION
Job title: Senior Accounts Receivable Officer
Department: Business Services
Grade: East Sussex Single Status Grade 9
Responsible to: Accounts Receivable Team Leader
Purpose of the Role:
The role of Senior Accounts Receivable Officer sits within the wider Accounts Receivable and Purchase to Pay Team delivering business administration services to internal and external customers. 
The Accounts Receivable function is responsible for the timely collection and allocation of income for the County Council. Providing excellent customer service and appropriate advice and guidance in relation to the collection and allocation of income.
You will be responsible for supporting the Accounts Receivable Team Leader to provide and manage a high-quality Accounts Receivable service that is customer focussed, ensuring outstanding debt is collected effectively and efficiently. 
Key tasks:
1. Support the Accounts Receivable Team Leader with the supervision of a team of staff proactively and positively in line with County Council policies, procedures, and current legislation, including work allocation and review, training, coaching, mentoring and induction of new staff. Provide cover for senior staff.
2. Develop good working relationships with internal and external customers and act as a key contact for service users, their representatives including Personal Assistants, Advocates, Councillors and MPs regarding complaints or concerns in relation to your service area.
3. Represent the team at working groups, meetings and project teams as required.
4. Maintain records and systems for designated service areas, accurately inputting and retrieving data as required, run reports, and ensure that entries are kept up to date.
5. Monitor, review and develop the effectiveness of services, systems, processes and records, suggesting improvements to ensure best value for stakeholders and customers.
6. Ensure that the team’s performance complies with targets, best practice and quality standards and use effective quality assurance measures for the purposes of regular monitoring. 
7. Undertake research, analysis, and reporting of financial and management information as required.
8. Ensure timely and accurate invoicing for all debt due to the County Council including commercial debt, client contributions, rents and leases, damages to street furniture and other sundry income.
9. Provide and manage an intelligence-based approach to managing and minimising aged debt ensuring the recovery of debt due to the Council, minimising financial loss.
10. Manage the deferred payment scheme on behalf of ASC in relation to providing regular aged debt reports, calculating redemption figures once the properties are sold, allocating the income received upon sale of the property and liaising with both ASC and Legal ensuring high standards of financial administration, customer service, and financial planning.
11. Undertake tasks across the financial functions within Accounts Receivable and Income Allocation to cover absences and demonstrate a commitment to understanding the key service aspects of these areas to provide a high level of support for these functions.
12. [bookmark: _Hlk103774077][bookmark: _Hlk211592718]Contribute to the overall management and direction of Business Administration and lead and/or support improvement initiatives across functions.

Recognising that ESCC is a large organisation with a number of over-arching priorities extending to all areas of our work, you should be aware of these Council priorities and proactively seek appropriate opportunities in your work/service area to contribute, in consultation with your line manager; in particular, but not limited to:
· Net zero emissions targets – reduce your work’s environmental impact.
· Equality, Diversity and Inclusion – contributing to an inclusive and supportive working environment.
· Making the best of our resources - ensuring awareness of the impact of what you do to maximise the use of public monies.

PERSON SPECIFICATION
Essential key skills, abilities, knowledge, experience, values and behaviours
1. Ability to use technology as part of the role including Microsoft 365 including Outlook, Excel, Word, PowerPoint, Microsoft Teams, devices: laptops, and surface hubs.
2. Ability to plan and organise a varied workload for self and others, working to short deadlines. 
3. Ability to analyse, interpret and clearly present data, some of which may be complex, in line with Data Protection regulations. 
4. Ability to use research to inform the content of reports where appropriate, and the ability to produce clear and accessible reports to be shared with managers. 
5. Ability to communicate effectively with a range of people in a clear, concise and accurate manner, changing messages to suit different audiences.
6. Ability to supervise and motivate staff in a structured, positive, and pro-active manner.
7. Working knowledge of the Accounts Receivable function and computerised financial information systems, ideally Oracle cloud
8. Experience of working in an Accounts Receivable environment.
9. Ability to provide effective customer service which will include providing clear and succinct advice, responding appropriately to customers’ needs.  
10. A commitment to working as a positive and constructive team member, demonstrating a collaborative and co-operative approach.
Desirable key skills, abilities, knowledge, experience, values and behaviours
11. Relevant knowledge of the legal framework in relation to charges for the provision of services in Adult Social Care, i.e. CRAG, Fairer Contributions, National Assistance Act 1948, Health and Social Security Adjudications Act, 1983 (HASSASSA) and Care Act 2014.
12. Experience in delivering presentations and training.
13. Experience of working on projects and change initiatives.
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Health & Safety Functions
This section is to make you aware of any health & safety related functions you may be expected to either perform or to which may be exposed in relation to the post you are applying for. This information will help you if successful in your application identify any health-related condition which may impact on your ability to perform the job role, enabling us to support you in your employment by way of reasonable adjustments or workplace support.
	Function
	Applicable to role 

	Using display screen equipment 
	Yes

	Working with children/vulnerable adults
	No

	Moving & handling operations
	No

	Occupational Driving
	No

	Lone Working
	No

	Working at height
	No

	Shift / night work
	No

	Working with hazardous substances
	No

	Using power tools
	No

	Exposure to noise and /or vibration
	No

	Food handling
	No

	Exposure to blood /body fluids
	No
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