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Job Overview:

Job Title: Location: Company:

Credit Control & Accounts Assistant | King’s Cross, Gratte Brothers Group

(Maternity Cover) London

Reporting to: Key Stakeholders:

Financial Controller Accounts Payable, Credit Control, Clients, Line
Managers

Job Purpose:

Gratte Brothers is a dynamic and forward-thinking organisation committed to providing an
exceptional service to our clients. We are seeking a talented and detail-oriented Credit Control and
Accounts Assistant to join our finance team. This pivotal role is responsible for assisting in the
management of the company's credit control process, ensuring timely payments, and maintaining
accurate financial records.

Key Areas of Responsibility:

Primary Responsibilities:
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Input Sales Invoices and Credit Notes for Gratte Brothers Limited (GBL) and Gratte
Brothers Security Management (GBSM). This includes printing and input of Tesco
Maintenance invoices from the Tesco site, inputting invoices on to portals and
submitting invoices electronically via OBI0 (Tungsten Network).

Credit Control for GBSM, including chasing overdue invoices, sending out monthly
statements, preparing fortnightly debtors report for meetings and dealing with
queries.

Prepare Bank sheets for GBL and GBSM and allocate receipts accordingly.

Input GBL Engineer and QS Monthly Timesheets on to relevant contract ledgers.
Input of Gratte Brothers Technical Services (GBTS) Timesheets on to contract ledgers.
Post GBTS Sub-Contractor invoices.

Secondary Responsibilities:

1 Input Gratte Brothers Building Services & Maintenance (GBBSM) Sales invoices
and Credit notes.

1 Prepare GBBSM Bank sheets and allocate receipts accordingly.

1 Assist with Nominal Ledger input as and when required.

1 Assist with filing and general clerical work as and when required. This is a broad
overview of the position and does not encompass all aspects of the role. Gratte
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Brothers are an equal opportunities employer and welcome applications from all.

This is a broad overview of the position and does not encompass all aspects of the role.
Gratte Brothers are an equal opportunities employer and welcome applications from all.

Knowledge & Experience:
1 Proven experience in credit control, accounts receivable, or a similar role.

1 Familiarity with accounting software and financial systems.
1 Proficiency in Microsoft Excel and other relevant software.

Attributes & Skills:
1 Strong attention to detail and accuracy in financial data entry.
1 Excellent communication and interpersonal skills.
1 Problem-solving abilities and a proactive approach to resolving issues.

Qualifications:
1 A degree or professional qualification in Finance, Accounting, or a related field is
advantageous.




