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JOB DESCRIPTION

	Job Title    
	Billing Administrator

	Reports to
	Credit and Billing Manager

	Job Purpose
	Ensuring that all billing processes are completed accurately and efficiently. This includes maintaining accurate and complete records, generating invoices and following up on outstanding queries.

	Key Deliverables
	· Maintaining complete and accurate billing records. 
· Prompt generation and distribution of invoices. 
· Investigation and resolution of all billing queries. 
· Coordination with operational teams and departments to resolve queries and issues. 

	Key Accountabilities
	· Checking information thoroughly before completing changes on billing system.
· Dealing with general and specific queries from internal and external parties via telephone, email and in person.
· Coordinate with other departments to ensure accuracy of billing data.
· Working closely with the credit control team to ensure smooth collection process by resolving billing issues. 
· Recommend continuous improvements to the billing process. 
· To build and maintain effective working relationship across Finance and with other team members across the organisation. 




PERSON SPECIFICATION

	Knowledge and Experience




	· Experience of working in an environment where services are charged to local authorities.
· Excellent organizational and communication skills.
· Problem solving skills.
· Previous experience using a high-volume billing system.
· Attention to detail with the ability to investigate
· Confident with Excel and other Microsoft office systems
· Ability to work well in a fast-paced environment
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Being

brave

We are creative and confident,
empowering the people we
support and our teams to
achieve amazing things

Making things
happen

We get the most out of
every day and celebrate our
achievements and success

Valuing
everyone

We value the unique talents
of every individual and work
together to help everyone
achieve their full potential





