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	Job Title
	Billing Clerk

	Reports To
	Billing Manager

	Scope
	UK

	Department
	Finance

	Job Family
	Financial Shared Services

	Grade
	4 / Aon 3 / WTW AMS030  U2-06

	Behavioural 

Competency Level
	2


	Our Mission 

	To give patients control of their health through knowledge, choice, convenience, and connection.


	Your Job Family Purpose

	This family groups together specialist finance skills, knowledge and expertise to partner with the business in support of business operation and planning. Roles in this family will be qualified (fully, partially or actively working towards, or qualified by equivalent experience). They include strategic finance, financial control and operations and business partnering roles.


	Your Role Purpose 

	To ensure invoices are produced, processed and sent to customers in a timely manner and in accordance with contract specifications and service level agreements.

	Our Values 
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	Your Key Deliverables 

	· Complete manual checks on allocated invoices to ensure that all contract specifications are met to ensure payment will be received.

· Manually release resolved queries for invoice processing.

· Run invoice reports through Excel to ensure there are no £0 value orders present and all service fees are accurate.

· Print, collate and send invoices to customers. Email invoices if appropriate. 

· Raise manual invoices as instructed by the Billing Manager.

· Issue credit notes in D365 on a timely basis, ensuring that appropriate authorisation is in place.

· Match invoices and journal on D365.

· Complete ad hoc reporting as requested by Financial team or other internal stakeholders.

· Manually input information into D365 and other relevant systems as required.

· Look at failed PMI submissions and investigate and resolve issues to allow submissions to go through.

· Pass submissions to contact insurer to validate patient details.

· Raise self-funders invoices and send directly to patients.

· Investigate incorrect self-funder payments and liaise with CPS to have full payments taken.

· Input existing Italian invoices into relevant system, ensuring all fields are accurate.

· Evaluate backing data for recharges and match to CRM. Raise manual recharge orders, print and attach backing data. Send to Financial Controller for approval.

· Be fully vigilant to Data Protection Act compliance ensuring procedures are consistently followed

	Our Regulatory Responsibilities

	· Adhere to (CQC/ GDP/NMC/GPHC / ICO) standards relevant to role 

· Chair / Attend all relevant committees aligned to remit of the role 

· Be aware of all responsibilities relating to Infection Prevention and Control



	Your Skills and Knowledge 

	· GCSE Maths and English Grade C+ or equivalent

· Experience in a billing or credit control related role

· Experience working in a fast paced, high volume environment
· Must be a competent and advanced user of Excel

· High level of numeracy and analysis with developed numerical reasoning

· Able to interpret information and data

· Good self- organisational skills, able to prioritise workload effectively

· Self-motivated and enthusiastic

· Interested in understanding the business and company as a whole

· Strong communication skills

· Ability to work as part of a team

Good knowledge of Microsoft Office tools

	Your Accountability

	Size of the unit
	· Contributing Group EBITDA performance 

	Direct Report units
	· N/A 

	Indirect Report units
	· N/A
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