Job Description / Credit Control Assistant 

CORE SKILLS 
1. Credit control & debt management
1. Ledger reconciliation & cash allocation
1. Bank & payment processing
1. Strong communication & negotiation
1. High accuracy & attention to detail
1. Time‑management & multitasking
1. Office administration & documentation
1. IT proficiency (Prism, Bluescreen, Creditsafe, SagePay, D&B MS Office Excel, Pivot Table)

Key Responsibilities:
· Managing a daily, Ledger of 300 + customer accounts
· Reducing aged debt via outbound calls and payment follow‑ups
· Handling inbound and outbound calls to secure payments
· Investigating and resolving complex credit, debt, and ledger queries
· Opening new accounts and performing credit checks
· Reconciling customer accounts and clearing unallocated cash
· Monitoring credit risk and taking early action to prevent overdue debt
· Escalating complaints when necessary
· Maintaining accurate financial records and ensuring compliance


