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	JOB DESCRIPTION
	


	Job Title:
	Sales Ledger Administrator

	Reports To:
	Sales Ledger Supervisor and Group Finance Manager


	You will be responsible for the following:

· Daily Occupancy reporting 

· Any adhoc jobs required by Group Finance Manager

· Seeking Home Manager approval and converting all billable costs into client invoices 
· Liaising with Home Administrators regarding client occupancy
· Raise invoices, print and dispatch in a timely fashion 
· Liaising with Home Administrators & Managers, to ensure accurate, complete and timely billings, running and submitting reports as required 
· Create and update spreadsheets as required providing information as requested
· Resolution of queries from Residents, Home Administration and Finance personnel on a timely basis 
· Maintain files of contracts, billing paperwork, client correspondence and invoice backup 
· Setting up Residents accounts by checking all information supplied on the
· Admission forms that have been submitted for accuracy 
· Maintaining the Residents/ Invoice database to ensure correct billing
· Maintenance of Debtor Reports in Cold Harbour

· Provide assistance to the Group Finance Manager with reporting and analysis, where appropriate




	Required Values: 

	Caring
	Puts people first

Shows kindness, warmth, and compassion and respect 
Recognises individuality and personal choice

	Supportive
	Works in new ways to source solutions for residents, families, and others  

Makes life meaningful for others 

	Proud 
	Fully committed to ensuring all residents, and members of staff are treated fairly, and feel they belong, shares success. 



	AGREEMENT

	EMPLOYEE SIGNATURE:
	
	DATE:
	

	MANAGER SIGNATURE:
	
	DATE:
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