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	Job Title 
	Accounts Receivable Manager (Grade C) – Collections Lead

	Job Purpose 
	Manages the Accounts Receivable (AR) team, implements and manages an Accounts Receivable collection strategy which facilitates and improves CQC’s cash flow. 

	Accountabilities 
	.

Debt Management 
· Manage the team to ensure efficient debt collection.
· Set and manage debt and collection targets for the AR team.
· 
· Manage the regular review of account balances and irrecoverable debts and recommend next steps. 
· Support the Enforcement for non-payment of fees process, as agreed and approved by the Head of Finance, by ensuring that standard collection has been exhausted for all recommended cases.  Review progress of enforcement cases, reporting outcome updates and stats to relevant stakeholders.

Query Management 
· Ensure the timely resolution of fees queries and disputes to support debt collection by working with the Finance Leadership team, other CQC colleagues and registered providers 
· Review the calculation of credits and fees refunds due to providers.

Team Management 
· Set and manage performance targets for the AR team. 
· Manage performance and development for direct reports.
Set clear objectives, conduct regular 121’s, ensure training plans are in place and recognise achievements. 
· Ensure the AR team are equipped with the knowledge and continuous professional development required to effectively carry out their roles and responsibilities.


Other
· Demonstrate application of CQC Values and Behaviours in all interactions, raising awareness and improving practice in respect of Equality and Diversity and promotion of Human Rights within the workplace.
· Deputise for the Accounts Payable Manager when required.
· Responsible for the management, maintenance and accuracy of the receivables sub-ledger.
· Finance SME for AR-related aspects of D365 finance system and associated data management.
· Undertake any other duties commensurate with the role and its responsibilities. 

	Specific skills and experience 

	Essential 
· Experience of working in a debt management function 
· Experience of supervising or managing a team 
· Experience of using a finance ledger 
· Excellent verbal and written communication skills to suit different audiences 
· Excellent organisation and administration skills 
· Excellent IT skills specifically Microsoft Office 
· Self-starter 
· Demonstrates CQC’s values and behaviours 

Desirable 
· Holds a relevant accountancy qualification 
· Knowledge of the CQC fees scheme 




	Values & Behaviours 
Excellence 
In my work for CQC: 

✓ I set high standards for myself and others, and take accountability for results 
✓ I am ambitious to improve and innovate 
✓ I encourage improvement through continuous learning, 
✓ I make best use of people’s time, and recognise the valuable contribution of others 

Caring 
In my work for CQC: 
✓ I am committed to making a positive difference to people’s lives 
✓ I treat everyone with dignity and respect 
✓ I am thoughtful and listen to others 
✓ I actively support the well-being of others 

Integrity 
In my work for CQC: 
✓ I will do the right thing 
✓ I ensure my actions reflect my words 
✓ I am fair and open to challenge and have the courage to challenge others 
✓ I positively contribute to building trust with the public, colleagues and partners 



Teamwork 
In my work for CQC: 

✓ I provide high support and high challenge for my colleagues 
✓ I understand the impact my work has on others and how their work affects me 
✓ I recognise that we can’t do this alone 
✓ I am adaptable to the changing needs of others 
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