Job Title: Accounts Receivable Specialist		Grade: AFB062-P2-10
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JOB DESCRIPTION

	Job Title
	Accounts Receivable Specialist
	Department
	Finance

	Reporting To
	Head of Transactional Services
	Location
	Borehamwood Head Office



Line Manager and Budgetary Responsibilities
Direct reports:		N/A
Indirect reports:	N/A
Budget managed:	N/A
Key working relationships
Internal:		Accounts receivable specialists, Head of Transactional services, Treasury, Sites
External:		Funders

Job Purpose
The Accounts Receivable Specialist is responsible for managing the end-to-end receivables process, including raising invoices, resolving billing queries, and cash collections. This role is pivotal in maintaining healthy cash flow and ensuring accurate financial reporting. The successful candidate will work closely with rate validation team and external customers to ensure timely and accurate billing and collections.

Key Responsibilities
Invoicing & Billing
· Generate and issue invoices in accordance with contractual terms.
· Ensuring invoices have been received by the customer via email, portal uploads etc.
· Liaise with rate validation team to validate billing data and ensure completeness.
· Maintain accurate records of all billing activities and adjustments.
· Maintain customer and service user references
Query Management
· Act as the first point of contact for invoice-related queries from internal departments and external customers.
· Investigate discrepancies and provide timely resolutions to ensure customer satisfaction.
· Escalate unresolved issues to the Head of Transactional Services or relevant stakeholders.
Credit Control
· Monitor aged debt reports and proactively follow up on outstanding balances.
· Engage with customers to secure payment and negotiate repayment plans where necessary.
· Maintain detailed records of communications and payment commitments.
Reporting & Reconciliation
· Reconcile customer accounts and ensure accurate allocation of payments.
· Support month-end and year-end close processes by preparing debtor reports and reconciliations.
· Provide regular updates to the Head of Transactional Services on debtor status and risk exposure.
· Compliance & Process Improvement
· Ensure compliance with internal financial controls and external regulatory requirements.
· Contribute to the development and refinement of AR processes and policies.
· Support internal and external audits by providing documentation and explanations as required.

Key Accountabilities
Timely and Accurate Invoicing
Ensure all invoices are issued correctly and on schedule to support cash flow targets.
Cash Flow Support
Contribute to the organisation’s cash flow by ensuring timely collection and accurate posting of payments.
Customer Relationship Management
Maintain professional and effective communication with customers regarding their accounts.
Data Integrity
Ensure the accuracy and completeness of financial data in the AR ledger.
Internal Collaboration
Work closely with Sales, Customer Service, and Finance teams to resolve account issues and improve processes.
Process Improvement
Identify and recommend improvements to AR processes to enhance efficiency and reduce errors.
Risk Mitigation
Support credit risk management by flagging potential issues and ensuring proper documentation.

[bookmark: _Hlk176528259]Health, Safety and Security
Maintaining and promoting the health, safety and security of everyone in the organisation, or anyone who comes into contact with it, either directly or through the actions of the organisation.

· Follow organisational policies, procedures and risk assessments to keep self and others safe at work.
· Help keep a healthy, safe and secure workplace for everyone.
· Work in a way that reduces risks to health, safety and security.
· Know what to do in an emergency at work, knows how to get help and acts immediately to get help.
· Reports any issues at work that may put self or others at a health, safety or security risk.

[bookmark: _Hlk176528254]Safeguarding Including Prevent

All employees have a responsibility for the safeguarding of patients and service users within Elysium Healthcare.  Employees have a duty to attend the training provided by Elysium Healthcare regarding Safeguarding Adults, Safeguarding Children and Prevent. Employees must make themselves familiar with the types of abuse, the signs that abuse has taken place and the definition of a vulnerable adult. Employees will report all safeguarding incidents to their line manager and use the IRIS document to record all the required detailed information. 

It is the responsibility of every person to:
· Take appropriate action where concerns are identified
· Act in a way that safeguards the wellbeing and interests of all service users, employees and visitors.
· Ensuring the confidentiality, security and accuracy of data, information and compliance with regulatory guidelines and statutory requirements.
· Support the delivery of evidence-based service user care and treatment.  Ensuring that any relevant training is undertaken, and supervision is used appropriately.
 
Prevent is about supporting and protecting those people that might be susceptible to radicalisation, ensuring that individuals and communities have the resilience to resist violent extremism. Prevent aims to reduce the number of people becoming or supporting violent extremists and is part of the UK’s counter-terrorism strategy. It is the responsibility of all staff to be aware of the risks of radicalisation, and to respond appropriately by reporting to their line manager if they have any concerns.

Diversity, Equality & Inclusion
[bookmark: _Hlk176528348]It is the responsibility of every person to act in ways that support diversity, equality and Inclusion. 

Diversity, equality and Inclusion are related to the actions and responsibilities of everyone – users of services including patients, clients and carers; work colleagues; employees and people in other organisations.

· Acts in accordance with legislation, policies, procedures and good practice.
· Treats everyone with dignity and respect.
· Allows others to express their views even when different from one’s own.
· Does not discriminate or offer a poor service because of others’ differences or different viewpoints.

Our Values
It is the responsibility of every person to act in ways that support Elysium Healthcare’s KITE values:

Kindness - Always act with kindness and empathy towards service users, staff, external professionals and visitors.
[bookmark: _Int_g7gBdqTe]Integrity - Be open and honest, maintaining your integrity and supporting others to maintain theirs at all times.
Teamwork - Work harmoniously with your colleagues, support each other and encourage effective teamwork. 
Excellence - Strive for and promote excellence in everything you do, with improving the service user experience at every opportunity. 


Person Specification

All criteria are essential unless indicated as desirable (D).

Job Title:	Accounts Receivable Specialist

Please note: Applicants must demonstrate, in their application form, that they currently use the skills outlined below or have used them previously in employment, education, training, volunteering etc.

Knowledge and Skills
Proven experience in the full end to end process – Sales to Cash (accounts receivable, billing, and credit control).
Strong understanding of financial systems and accounting principles.
Proficient in Excel, with experience reconciling large and complex data sets
Excellent communication and interpersonal skills.
High level of accuracy and attention to detail.
Ability to manage multiple priorities and meet deadlines.

Experience
Experience in healthcare or service-based industries.
Excellent communication skills
Familiarity with NHS and private sector billing and cash collection processes.
Working knowledge of Unit4 ERP or similar financial systems.
AAT qualification or equivalent experience.

Other Requirements
[bookmark: _Hlk201839555]This role requires the job holder to travel to Borehamwood Head Office, for their working day. 

Pre-employment checks will be required for the role.
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	Accounts Receivable Specialist
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