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13B Madongo Town off main Road, Congo Cross, Freetown – Sierra Leone
Tel: +232 (0) 30 145 438   Email: info@dktsierraleone.org


JOB DESCRIPTION

STOCKS & CREDIT OFFICER

Department: Finance

Reports directly to the Finance Manager

Your main duties will include: 
Liaising between the finance department and the sales department so that credit issues are resolved smoothly. 
Checking customers’credit situations
Enforcing the credit control system 
Ensuring that debts are paid in a timely manner 
Meeting cash & debtor day targets set by the organization 
Chasing overdue invoices by telephone, email & letter within agreed timescales 
Maintaining accurate records of all “chasing” activity 
Regularly making contact with customers to ensure all relevant debts are managed as necessary 
Identifying changes in payment patterns and proposing action to avert indebtedness 
Ensuring that all transactions are compliant with Company's policies and regulations
Handling disputed sales and negotiate to bring payment within the agreed terms 
Responding promptly and completely to both client and internal enquiries 
Proposing write offs of irrecoverable receivables 
Providing ad-hoc reporting as and when requested by management
Undertaking account reconciliations as required 
Ensuring monthly processing deadlines are met as required 
Sending out monthly client statements/letters as may be agreed from time to time 
Developing the credit management capability within the practice
Regularly recommending reviews of the company’s debt recovery process 
Managing inventory – stock counts, receiving of stocks from suppliers into our warehouses.
Performing other duties as delegated from time to time by management






Required Skills & Abilities:

 You'll need to be firm and organized to work in credit control. Other skills that will help you in the job include: 

Good interpersonal and communication skills 
The ability to work in a team and individually 
Sound decision-making 
Excellent written and verbal communication skills 
Good attention to detail 
The ability to work under pressure and to deadlines 
Good business judgment 
A good head for numbers 
Sound Computer Skills using a computer 
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