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	Role Title 
	Credit Services Administrator 


	Function & Dept.

	Finance 

	Career Growth Level
	Supporting & Co-ordinating (F) 


	CGP Descriptor 

	More complex roles which do not require significant specialist knowledge, but may work with confidential/ key information, are involved in process delivery, and may have some supervisory responsibilities

	Team 
	Credit Control 


	Reports to
	Credit Services Supervisor 


	Role Purpose 

	This position involves the administration of credit applications, assessing the creditworthiness of customers, and ensuring compliance with established credit policies and procedures. The Credit Services Administrator collaborates with various internal departments, such as finance, sales, and customer service, to facilitate smooth credit transactions. Additionally, this role involves monitoring and analysing credit trends, resolving credit issues, and maintaining accurate and up-to-date credit records. 



	
	

	Key Responsibilities 


	1.
	Credit Application Processing: Efficiently process and review credit applications from customers.

	2.
	Creditworthiness Assessment: Assess and evaluate the creditworthiness of individuals and businesses.

	3.
	Policy Compliance: Ensure adherence to established credit policies and procedures.

	4.
	Collaborative Communication: Collaborate with internal departments, including finance, sales, and customer service, to facilitate seamless credit transactions.

	5.
	Transaction Monitoring: Monitor credit transactions and identify potential issues or discrepancies.

	6.
	Record Maintenance: Maintain accurate and up-to-date credit records for all customers.

	7.
	Risk Mitigation: Implement strategies to mitigate credit risks and enhance the overall risk management process.

	8.
	Issue Resolution: Resolve credit-related issues promptly and efficiently.

	9.
	Credit Trend Analysis:  Analyse and report on credit trends to support informed decision-making.

	10.
	System Optimisation: Continuously optimise the credit management system to enhance efficiency and effectiveness in credit administration.

	
	

	Person Specification 


	1.
	Demonstrable experience in credit administration, with a focus on processing credit applications and assessing creditworthiness.

	2.
	Strong analytical abilities to assess and interpret financial data, trends, and credit reports effectively.

	3.
	Excellent communication and interpersonal skills to collaborate with internal teams, external clients, and resolve credit-related issues.

	4.
	Meticulous attention to detail to maintain accurate credit records and identify discrepancies in credit transactions.

	5.
	Ability to adapt to evolving credit policies, industry regulations, and technology changes, ensuring the optimisation of the credit management system.

	
	


	Key 

Competencies
	
	Level 

	1.
	Business Acumen
	1

	2
	Continuous Improvement 
	1

	3.
	Communication Skills 
	1

	4.
	Process Management 
	1

	5.
	Stakeholder Relationship Management 
	1

	6.
	Quality Ownership 
	1


	Value Behaviours 


	
	Level

	1.
	Responsibility 
	1

	2.
	Passion 
	1

	3.
	Customer First 
	1

	4.
	Agility 
	1

	5.
	Family 
	1
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