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Role Profile 
 

Role Title: Accounts Receivable Administrator 

Department: Finance 

Role Purpose: The accurate and timely processing of sales ledger documentation and 

cash allocation, ensuring all invoices are raised on time in line with 

Midland Heart terms and conditions / processes.   

Responsibility for the administration and clearance of the supplier Aged 

Debt Report, whilst working closely with the business to gain knowledge 

of Midland Heart contracts relating to Sales Ledger suppliers. 

Reporting to: Financial Operations Manager 

Responsible for: N/A 

Disclosure level: N/A 

Role Level: Frontline Worker 

 

Key Role 

Responsibilities 

 Ensure all invoices are raised on time in line with Midland Heart 

terms and conditions / processes. 

 Ensure Aged Debt Report is chased and cleared on a weekly/ 

monthly basis. 

 Ensure cash is allocated daily and relevant information passed to 

the Treasury department. 

 Allocation of all supplier payments to correct accounts as per 

remittance advices. 

 Issue monthly statements and reminder letters. 

 Assist in the production of team monthly KPI’s and weekly statistics; 

while providing explanation for any variances or unusual/ 

unexpected data. 

 Month end ledger closure, reconciliations and reporting. 

 Liaison with internal/external clients to resolve any issues. 

 Assist in the production of team monthly KPI’s and statistics. 

 Maintain and update bad debt provision on a monthly basis. 

 Maintain team email inbox. 

 Cross training within the Accounts Payable and P2P Teams. 

 Support Manager with team projects. 

 Promote a customer first ethos throughout the teams. 
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Education, 

Qualifications and 

Training 

 GCSE Math’s and English to grade C or equivalent. 

Knowledge and 

Experience 

 Previous experience in a credit control or accounts receivable role. 

 Experience in the use of IT applications including helpdesk tools  

 Strong working knowledge of Microsoft Excel including Pivot 

Tables, VLookup and other relevant formula.  

 Understanding of contracts including contractual payment terms. 

Role Specific Skills & 

Behaviours 

 Confidence liaising with customers. 

 Excellent communication skills. 

 Professional customer focused approach coupled with an ability to 

build relationships with internal/ external customers. 

 Ability to use initiative and problem solve. 

 Ability to organise and prioritise own workload. 

 Accuracy and attention to detail. 

 Ability to work to own initiative with minimum supervision to agreed 

policies and procedures. 

 Understanding of and commitment to the principles of equality and 

diversity. 

 


