ACCOUNTS RECEIVABLE ASSISTANT [image: Shape
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	School/Department:
	Finance

	Grade:
	5

	Reports to:
	AR Team Leader 

	Responsible for:
	n/a

	
	

	Job Summary and Purpose:

	The post holder will support the current Accounts Receivable Team, carrying out a variety of functions. This will include communicating with students regarding their financial obligations to the University; and investigating student accounts and ensuring queries are dealt with promptly and professionally.  Processing refunds and bursary payments to students in a timely manner. 



01	MAIN DUTIES
This professional role will encompass all of the following, but the balance of duties and responsibilities will be determined in agreement with your line manager and the principles of the stated job purpose.
Student Finances 
1.1.1. Investigate, resolve problems/queries and respond to students, guardians (where appropriate) and ex-students.  Liaise with staff in other departments and at partner institutions in connection with these problems/queries.
1.1.2. Communicate with students via email and phone regarding their financial obligations to the University, directing students on how to pay their fees.
1.1.3. Process payment plans following approval from the Accounts Receivable/Accounts Payable Team Leader/Assistant Director of Finance.
1.1.4. Analyse unallocated cash in student debtor accounts and follow up queries with debtors.
1.1.5. Investigate unpaid debts and follow up with students, and report thereon. Liaise with other departments in respect of queries and overdue payments from students, with an overall view to reducing outstanding levels of debt (to include resolving problems identified through analysing overdue debt).
1.1.6. Write to students to inform them of changes to their fees in accordance with the University’s Regulations following withdrawal or interruption from their course.

1.1.7. Maintain contacts with the Student Loans Company and other external bodies in connection with student debts owed to the University, including resolving problems/queries.

1.1.8. Preparing documentation to upload to the University’s Debt Collection Agency.
1.2. Refunds/Bursaries
1.2.1. Process student expense claims and bursary payments in accordance with University Policies.
1.2.2. Prepare paperwork including evidence required to adhere to the University’s Anti-money laundering policy, for student card and bank refunds, for approval and subsequent payment.
1.3. General
1.3.1. Liaison with the Finance Systems Team in connection with system enhancements and developments to ensure they are appropriately tested.
1.3.2. Promoting financial awareness across the University, especially in relation to debt regulations and partner student debt collection.

[bookmark: _Hlk156307019]02 	DUTIES OF ALL STAFF 

[bookmark: _Hlk156312999]2.1 	To undertake such other duties as are within the scope and spirit of the job purpose, the 	job title, and the grade. 

2.2 	Maintain and promote health, safety & wellbeing awareness and commitment within the 	framework of the University's Health, Safety & Wellbeing policy. 

2.3	Take responsibility for health and safety of yourself and others in carrying out the duties 	of the role.  

2.4	To promote equality, diversity and inclusion in your performance of your duties.

2.5	Undertake any other work and hours of work as required to commensurate with the level 	and responsibility of the post. 

2.6	To actively participate in learning and development to meet the requirements of your role 	and the University.  
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	[bookmark: _Hlk109211881]03	SELECTION MATRIX
	Essential
	Desirable
	Used to shortlist

	Qualifications

	1
	Educated to to GCSE Level or equivalent with grade C or above in Maths and English.
	
	
	

	
	
	
	
	

	Knowledge & Experience

	2
	Experience in a busy Finance office undertaking a variety of tasks including accounts receivable, credit control and reconciliations.
	
	
	

	3
	Excellent customer service skills with an ability to communicate with energy and enthusiasm with students, external customers and members of staff at all levels within the organisation using a variety of approaches
	
	
	

	4
	Takes ownership of the successful resolution of student/customer queries, either personally or in a collaboration with colleagues or the customer, initiating action where required.
	
	
	

	5
	Numerate and able to analyse and interpret financial data and information and produce reports.
	
	
	

	6
	Ability to use and apply computer based accounting systems e.g. Unit 4 Business World and office software packages including advanced Excel skills (pivot tables, V look-ups, filters).
	
	
	

	
	
	
	
	

	
	
	
	
	

	Personal Attributes and Behaviours

	7
	Demonstrate ability to work under pressure, with high workload and to a high level of accuracy to meet deadlines with minimum supervision and using own initiatives.
	
	
	

	8
	Ability to work collaboratively with colleagues and confidence to build relationships with managers.
	
	
	

	9
	Create realistic plans to effectively manage a demanding workload, with minimum supervision and using own initiative to achieve personal and team objectives.
	
	
	

	
	
	
	
	

	
	
	
	
	


Does the role require a DBS? / NO
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