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Human Resources Policy Manual



SAMPLE JOB DESCRIPTION 
	POSITION
	Accounts Receivable Representative 


	POSITION INFORMATION
	Position Code
	

	
	Title
	Accounts Receivable Representative 


	ORGANIZATIONAL INFORMATION
	Department
	Accounting  

	
	Reports To
	Controller

	
	Reporting Positions
	0

	
	Number of Direct Reports
	0


	GENERAL SUMMARY
	Reporting to the Controller, the Accounts Receivable Representative is responsible for inputting, communicating, and collecting payment for all customer accounts.  They are responsible for ensuring up to date accounts.    


	DUTIES and RESPONSIBILITIES
	1. Enter all accounts receivable information into the <accounting> system
2. Prepare and complete credit checks for all new customers

3. Create new customer accounts in <accounting>
4. Adjust credit limits for customers with the approval of the Management Team 

5. Process VISA, Mastercard, Debit or Cheque payments received from customers and/or Customer Service / Sales Representatives 

6. Proactively communicate and resolve customer billing issues / questions 
7. Frequently review customer accounts to ensure payments are up to date  

8. Follow up with sales representatives on overdue accounts 

9. Print COD and VISA receipts 

10. Process returns and prepare credit notes

11. Follow up with customers regarding late payments and place accounts on hold where authorized 

12. Complete all month end, quarter end, and year end accounting transactions and run statements 

13. Deposit all money on-hand and complete bank transactions 

14. Assist with all other related projects where appropriate 


	MANAGERIAL / SUPERVISORY RESPONSILIBITIES
	No formal reporting duties.  May act as a peer coach where required.  


	FINANCIAL RESPONSIBILITIES
	No formal financial responsibilities.  Look for areas to reduce costs. 


	COMMUNICATION
	
	Corporation/Department

	
	Outside
	· Suppliers 

· Customers

	
	
	Department/Position

	
	Inside
	· All employees (directly or indirectly)


	JOB REQUIREMENTS
	Education Level
	Post Secondary Education in Finance, Accounting or Business.   

	
	Computer Skills
	Microsoft Office 
<Accounting System>

	
	Key Knowledge, Skills and Abilities
	· Able to read and analyze accounting information
· Communication Skills  (indicate level required for position - written and oral) (For assistance in determining appropriate level contact a non profit employment service agency)
· Problem Solving Skills 

· Initiative 

· Attention to Detail 
· Strong Interpersonal Skills
· Dealing with Difficult People  

· Word Processing Skills 

· Listening, Understanding and Responding 

	
	Professional Experience
	2-5 years of related work experience. 

	
	Working Conditions
	Fast Paced Office Environment 

	
	Certification and Professional Designations
	-

	COMPETENCIES 
	Accepts Responsibilities 
Learns from Mistakes:  Studies past mistakes to understand what went wrong so it will not happen again; tries to improve performance by analyzing the past.  

Concern for Order and Quality 

Monitors Quality of Own Work:  Assess the accuracy of information being used and quality of own output. 

Customer / Client Service Focus 

Takes Personal Responsibility:  Takes personal responsibility for meeting customer needs.  Makes self fully available, especially when customer is going through a critical period (i.e. gives customer a means of easy access).  Deals with their need promptly and undefensively.  

Listening, Understanding and Responding 

Listens Responsively:  Actively seeks to understand.  Goes out of the way to invite conversations.  Seeks out the facts and pertinent information to gain understanding before drawing conclusions.  Communicates with tact and composure.  

Organizing, Planning and Resourcing

Collects Information and Arranges Resources:  When approached with a project or as part of a planning cycle, independently collects information regarding resource needs and expectations, plans sourcing and fulfills requirements as needed.  Appropriately warns of resource scarcity or costs.  

Use of Expertise

Answers Questions: When asked, answers questions as an expert based on sound knowledge of subject matter.  Will provide advice based on understanding of business technical issues.  Keeps up-to-date on technical details.  
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