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Lothian Centre for Inclusive Living
Job Description
Post Title:
Credit Control Assistant - 16 hours per week
Post Salary:


£23,000 per annum (FTE 35.75hrs) 
Responsible to:


Chief Executive Officer
Purpose of Post:
Providing financial, administrative and clerical support to the organisations finances.



Post Objective:

Complete payments and control expenses by receiving payments, plus processing, verifying and reconciling invoices
The day-to-day management of all payment cycle activities in a timely and efficient manner.
 

 Main Tasks and Duties

· Keeping track of all payments and expenditures, including payroll, purchase orders, invoices, statements, etc.

· Reconciling processed work by verifying entries and comparing system reports to balances

· Maintaining historical records

· Paying suppliers by scheduling BACS payments and ensuring payment is received for outstanding credit; generally responding to all supplier enquiries regarding finance
· Taking a proactive role in managing and collecting debts due to the organisation (credit control)
· Evaluating credit requests, negotiation and management of repayment plans

· First point of contact for supplier and service user finance queries

· Continuing to improve the payment process

Other
· Undertaking other appropriate duties from time to time as determined by the Chief Executive Officer
Contacts (when relevant)
· Disabled people, their staff and their families

· LCiL’s Board of Directors, staff and members

· Voluntary and charitable organisations

· Statutory bodies

· Local Authority representatives
· Suppliers of goods, services or equipment

· Private sector organisations.

Supervision and Support Received
The post holder will receive regular supervision with the Chief Executive Officer in accordance with the Terms and Conditions of service.  The post holder will be expected to attend staff meetings, training courses, LCiL events or other meetings deemed appropriate to the function of the organisation.
Complexity and Creativity 

The Lothian Centre for Inclusive Living is an innovative and demanding initiative which has had a significant impact on the lives of disabled people, their families and the statutory authorities in the Lothian area.
The provision of support which enables disabled people to increase their level of self control in all aspects of their lives is highly complex.  It requires sensitivity, an extensive knowledge of services which are available to disabled people and a wide knowledge of the concerns of disabled people.

The post holder would need to maintain an up to date knowledge of all relevant legislation.  They would be required to use ingenuity and imagination to find the most appropriate solutions to individual situations.

They would be required to take initiative on a wide range of tasks and work as part of a team to ensure the Centre maintains an inclusive approach.

It is essential that the post holder is able to work within an organisation which is led and managed by disabled people.
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Personal Specification

	
	Essential
	Desirable

	Knowledge of:
	
	

	The role of LCiL and independent support
	
	x

	Accounts payable principles and compliance
	x
	

	Understanding of basic bookkeeping
	
	x

	The fundamentals of credit control 
	x
	

	Independent living philosophy and the social model of disability
	
	x

	Experience of:
	
	

	Working in a similar role for one year 
	
	x

	Timely and accurate processing of  high volume transactions 
	x
	

	Using accounts packages (eg Sage )
	x
	

	Assisting with compiling supporting documents for year-end audits.
	
	x

	Excellent analytical and problem-solving skills
	x
	

	Working in a disabled people’s organisation
	
	x

	Direct personal experience of impairment
	
	x

	Abilities – both aptitudes and skills
	
	

	Ability to communicate with and provide information to non-finance colleagues
	x
	

	Ability to be self-administering in terms of IT
	x
	

	A ‘can do’, collaborative, tactful and helpful manner
	x
	

	Attention to detail and accuracy
	x
	

	Other requirements
	
	

	Non judgmental and interested in people 
	x
	

	A commitment to equality and diversity
	x
	

	Flexibility and ability to adapt to changing circumstances
	x
	

	An ability to work under pressure, deal with a fast and varied workload, and prioritise activities
	x
	


