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Job Description	Internal Customers
· Create new customer accounts where required including haulier & ship only accounts. Make informed recommendations in relation to the decision-making process for the creation of new customer accounts (particularly with regard to credit risk)
· Manage daily alerts from Credit Insurers and make necessary amendments to customer accounts/advise Credit Control and the business where required
· Manage the All-Regions Salesforce queue, and ensure that the Credit Support & Account Recoveries in boxes are managed daily
· Produce a suite of reports on a regular timetable that provide information to the business
· Making informed decisions, in liaison with management, in relation to credit risk.  Setting appropriate credit limits on customer accounts
· Set up e-billing on new and existing customers.  Manage the e-billing portal to ensure that records are kept up to date
· Check validity of direct debits and set them up in SAP and PTX. Make amendments on customer accounts accordingly
· Ongoing maintenance of accounts in line with data standards, changing address details and credit limits where required.  Understand legal entity, and its implications in the legal process.  
· Ensure that we understand who we are trading with.

Purpose
Key responsibilities
To work as a Senior member of the Credit Support Team, which provides administrative support to the Credit Control Department. Deputising for the Credit Support Team Leader whenever required, and covering duties to include; opening new accounts, credit checking, account maintenance, reporting, dealing with all legal and insolvency claims, direct debit maintenance and general admin.

	Position title
	Senior Credit Support Administrator 

	Date
	19.05.25

	Line manager title
	Credit Support Team Leader 

	Grade
	12


· Previous experience of working in an administrative role.  It is an advantage if this has been in a Credit Control or Customer Service environment.
· Good standard of grammatical English
· Fluent in Excel
· Ability to work on own initiative and be able to prioritise workflow, to strict deadlines
· Accurate recording of data and reporting
· Excellent communication skills both written and verbal.
· Effective team player with experience of managing/supervising staff

External Customers 
· Instruct 3rd party action on overdue debts referred by Credit Control.  Liaise with Solicitors, Group Legal, and collection agents until each case has been concluded 
· Understand customers' contractual terms and conditions relating to payment. 
· Discuss with Sales on any account application discrepancies.  
· To deal with all insolvency notifications.  Place accounts on stop and advise business to cease service/remove containers.  Sumit proof of debt forms to Insolvency Practitioners & keep records of all dividends received. 
· Ensure that customer requests for documentation (direct debit mandates, statements etc) are promptly dispatched upon request. 

Skills
Key responsibilities [cont’d]

ssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssssActively embraces the global SUEZ Leadership Behaviours and Group Values by demonstrating:
Shape the Future: Put our client at the centre of our actions, Design an actionable vision, Make sustainability a key differentiator, Dare to innovate and drive continuous improvement.
Make it Happen: Dare to drive change, be exemplary to aim for success.
Collaborate to Elevate: Always lead in the Groups best interests, Foster Transparency & Networks
Unleash the talent of your People; Trust & delegate, Allow each person to grow, Care for yourself & others.
Team Spirit: Together, we work, we collaborate, we problem solve, we support, we encourage and we celebrate.
Respect: We care, we can be our authentic selves, we’re compassionate, we’re ethical and we’re honest. We act to keep everyone safe and well.
Commitment to the Environment: We preserve, restore and protect our planet. We act to reduce, reuse, recycle and recover resources.
Customer Focus: We’re dedicated, focused and creative. We innovate, we advocate and we collaborate with our customers for the environment.
Continuous Improvement: Demonstrate a proactive and collaborative approach to identify and implement opportunities which continually improve business processes, quality and overall performance.

Knowledge
· Knowledge of credit control processes and purpose 
· Knowledge of legal entity an advantage

Behaviours




N/A
Qualifications
· Accurate recording of data and reporting
· Excellent communication skills both written and verbal.
· Fluent in Excel 


Specific candidate requirements


Please note: The content of this job description	 reflects the main duties and responsibilities of the job and is not intended to form part of the contract of employment. SUEZ may revise the content of the role and responsibilities at its discretion.
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