	
	
	



	
	
	





	
Credit Controller 


	

	

	








	[bookmark: _Hlk185500031]About the Team and the Role
The Credit Control team is part of Mencap’s Finance Services along with Finance Operations and Accounts Payable. They support Mencap by maximising cash collection and minimising overdue debt which includes investigating balances and working collaboratively towards a plan to collect debt in a prioritised manner.
As a Credit Controller you will build excellent communication with funders to aid better understanding of issues with outstanding debts and prompt action to resolve. You will proactively contact debtors and arrange for payment of outstanding amounts. You will be responsible for allocating payments and credit notes to debtor accounts daily and resolve remaining balances.
As part of the role you will be required to collate and provide information regarding outstanding debts and respond to queries from Mencap finance colleagues and operational teams. You will maintain accurate and up to date records of all communications. As part of team collaboration you will attend weekly meetings with the wider Mencap Finance team to discuss and escalate problem accounts.
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AI-generated content may be incorrect.]What you will bring to the role (Essentials)

· Ability to work quicky, flexibly and accurately with a good attention to detail
· Excellent communication skills whether speaking to debtors or colleagues in finance and operations
· An organised and methodical approach, with the ability to remain focussed when managing different priorities
· Drive and determination in obtaining information and resolving issues in order to resolve outstanding debt
· Be confident in the use of IT applications, particularly Microsoft Excel
· Experience of working in a credit control team
· Experience of making decisions on your own as well as part of a team
· Experience in being proactive and finding solutions to challenges
· Excellent problem solving skills along with the ability to identify areas of improvement
· AAT level 3 or equivalent

Please note: This job description is not intended to be exhaustive. Duties and responsibilities may evolve over time to reflect the needs of the organisation and the role.
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“This isn’t just a job - it’s a chance to help change the lives of people 
with a learning disability and their families. If you’re passionate about 
making a difference, join Mencap in building a more inclusive future.”




	Mencap and our Commitment to Safeguarding
Mencap is committed to safeguarding and promoting the welfare of children, young people and vulnerable adults, and expects all staff and volunteers to share this commitment. 
Successful applicants will be subject to appropriate pre-employment checks, including references and, where applicable, an enhanced Disclosure and Barring Service (DBS) check. 
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